２－６　業務命令に対する返事
１　定型パターンの表現
会議・研修出席命令への返事
◇I would very much like to attend the workshop next week.

◇I regret I will be unable to attend the meeting due to prior commitments.

◇Could you please tell me when the meeting is supposed to start?

書類準備・提出依頼への返事
◇I’ll submit the report on the progress of the negotiation within this week.

◇I’ll turn in the monthly report no later than 5 p.m.

◇Please tell me how many sets I should prepare.

残業命令への返事
◇If necessary, I’m willing to work overtime.

◇I’m afraid I can’t work overtime tonight since I already have another commitment.

転勤・出向命令への返事
◇I am pleased to accept the transfer to an affiliated company.

◇I would be happy to take an overseas assignment.

指摘を受けた問題への返事（謝罪）
◇Please accept my apologies for the delay in submitting the report.

◇I apologize that a lot of errors were found in my report.

◇I’m sorry for the trouble caused by my error.

問題への対応・改善命令への返事
◇I will look into the matter immediately.

◇I will take immediate measures to sort out the problem.

◇I will increase my monthly sales by at least 10%.

◇I’ll hand in the report on the result of the investigation.

２　ミスの謝罪、勤務態度の改善のEメール
例１　自分のミスに対する謝罪
I apologize for the trouble that I’ve caused you due to my mistake. I should have checked my report more carefully before I turned it in. I’ll be sure to double-check all documents in order to avoid such superficial errors in the future.

例２　勤務態度を改める
I owe you an apology for the frustration and inconvenience caused by my poor work 

attitude. As you pointed out, I have repeatedly arrived late for work. I have no excuse for this. I assure you I will come to work on time from now on. I appreciate your alerting me to my poor behavior. 

言い換え表現
１．I should have been more careful in checking my report before turning it in.

２．There is no excuse for this. 

３．Please accept my apologies for the frustration and inconvenience caused by my poor 

work attitude.

発展表現
１．I’ll be sure to reduce the number of mistakes in the future.

２．I’m sorry I misunderstood your instructions.

３．I promise I’ll never be late for work again.

単語に注目
１．I owe my success to my parents.

２．I think you owe us an explanation.

３．You owe me an apology for that.

