基本フォーマット9　注文書1（商品番号、数量、配送方法、支払条件等）

From: Yoshio Takaoka  

To: Mr. Jerald Thompson    

Subject: Order     
Dear Mr. Jerald Thompson

With reference to your quotation dated November 3, ①we would like to place our order as follows:
DV212ic     30 items

DV213ic     50 items

DV211ic     75 items

②It would be appreciated if you could deliver them by the end of November in time for the Christmas sales season. If you can’t deliver the job by then, ③please let us know at earliest possible. 

It would be appreciated if you could send us an airway bill, together with the original and two copies of your invoice. ④Could you also let us know the freight charges?
Payment: upon receipt of invoice  

Best Regards,
Yoshio Takaoka  

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 this is to confirm our order as follows: ★★★
② We wonder if you could deliver them by the end of November in time for the Christmas sales season. ☆☆
③ pls let us know at earliest possible. ☆
④ Can you also let us know the freight charges? ☆☆
　　　　　　　　　『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
