３－２　問い合わせへの返事
１　定型パターンの表現
資料送付依頼への返事
◇I will send you our company brochure today.

◇We would be pleased to send you our product catalogue and price list.

見積もり依頼への返事
◇Thank you for requesting a quote for our products.

◇We appreciate your interest in our company and its products.

◇We are pleased to provide you with the following quotation.
◇I’m afraid that the product you inquired about is no longer available.

取引条件の問い合わせへの返事
◇The goods can be shipped within 7 days after receipt of the payment.

◇As to payment, we only accept T/T remittance in advance. 

◇The lead time for this product is around 4 weeks.

◇This quotation is subject to a minimum order of 10 cartons.

◇Prices quoted are based on CIF Los Angeles airport.

注文内容の変更、キャンセル依頼への返事

◇As requested, we removed item No. 15 from your order. 

◇A 15% cancellation fee will apply to orders cancelled.

◇An order cannot be modified for any reason once it has been placed.

◇Please note that orders that have been dispatched cannot be cancelled.

納期・支払日変更依頼への返事

◇We will do our best to expedite your shipment.

◇We regret that we can not accept your request to postpone payment for two months.

２　見積もり回答のEメール
Dear Mr. Welles,

Thank you for your inquiry about our products. 

We are pleased to offer you the following quotation:

Description     Qty   Unit Price  Total Price

Cylinder        100   $150.00     $15,000.00

Price: Ex-Works

The above quotation is valid until March 5, 2015.

If you have any questions, please do not hesitate to contact me.

Best Regards,

Brian Keaton

言い換え表現
１．In reply to your inquiry, we are pleased to provide you with a quotation as follows:

２．The price quoted is based on Ex-works.

３．This quotation will expire on March 5, 2015.

発展表現
１．We believe this is the lowest price we can offer you.

２．Please note that this quotation is subject to change without notice.

３．We are looking forward to receiving your order.

４．The quoted price includes the shipping and handling costs.
５．We will be able to ship the goods within 10 days after receipt of your order.

単語に注目
１．We are offering a 40% discount on this item.
２．She offered them $100,000 for the picture.
３．He offered no explanations for his strange behavior.
