３－５　受注
１　定型パターンの表現

受注の確認・お礼
◇Thank you very much for your order.

◇Thank you for your repeat order.

◇We appreciate your order for 100 units of auto parts.

◇We are pleased to accept your order.

◇We will confirm your order as follows.

◇We are much obliged to you for your large order.

◇Your order will be processed promptly.

在庫・発送に関する連絡
◇We currently have all the units in stock.

◇Your order will be shipped by the end of this week.

◇We are ready to ship all items within 1 week after receipt of your payment.

◇Your order should arrive within 5-7 business days after shipping.

◇We will deliver it on the usual terms.

◇An invoice will be attached to the outside of the package.

◇We are available to answer any questions you may have regarding delivery.

在庫切れに関する連絡 

◇We are sorry, but the items you have ordered are currently out of stock.

◇We can ship the replacement product to you. 

注文確認の送付 

◇You should receive an order confirmation by email.

◇Acknowledgement of your order will be sent to you soon.

２　受注の確認のEメール
Dear Mr. Douglass,

We are pleased to acknowledge receipt of your order (No.KP-1233) dated October 1 with thanks. Your order will be shipped early next week by air and should arrive in 5 to 7 days.

As you requested, we will attach an invoice to our shipment.

We appreciate your business and look forward to working with your company again in the future.

Best regards,
Chris Bell

言い換え表現
１．We confirm that we have received your order (No.KP-1233) dated October 1. 

２．We will arrange shipment of your order early next week. 

３．We look forward to an opportunity to do business with you shortly. 

発展表現
１．Your order will be dispatched upon confirmation of your payment. 

２．You should soon receive an order confirmation email. 

３．It can take about 2 weeks for the goods to arrive. 

４．We will accept the order under the terms and conditions agreed on March 1, 2015. 

単語に注目
１．We attach a great deal of importance to safety. 

２．I sometimes get very attached to the outcome. 

３．We have attached a number of conditions to the agreement. 

