基本フォーマット76　工場での事故
From: Takashi Kondo

To: Caroline Luna   

Subject: Plant Damage  
Dear Caroline Luna
①We were very sorry to hear about the damage that your plant in Bath had sustained recently. ②We understand that this sudden incident will hamper your operations to some extent. We are wondering if our business with you will be affected in any way. ③In fact, we are thinking of offering our cooperation. 

④Please let us know if you need to change your current production schedules. We are willing to help you. 

Thank you for your understanding and cooperation.

Best Regards,
Takashi Kondo     

Sales Department   

①★★★　②★★★　③★★★　④★★★
〔入れ替え表現〕　相手の地位やその場の状況に応じて使い分けましょう。　
① We felt unhappy to hear about the damage that your plant in Bath had sustained recently. ★★★
② We know that this unfortunate incident will prevent your operations to some degree. ★★★ 

③ In fact, we would like to offer our help. ★★★★
④ Could we know if you need to alter your current production schedules? ★★★★
　　　　　　　　　『外資系の英文ビジネス文書フォーマット』（明日香出版社）より
