３－６　発送通知
１　定型パターンの表現
商品発送の通知
◇We are pleased to inform you of our shipping schedule.

◇Your order was shipped by air.

◇Your order was shipped by sea.

◇The goods were sent out yesterday.

◇The date of shipment is May 15.

出港予定日・到着予定日の通知

◇The estimated time of departure from Osaka Port is June 1. 

◇The estimated time of arrival in Singapore is Nov. 25.

◇You will receive your order on Dec. 2 at the earliest.

◇Your order is scheduled to be delivered on Feb. 2.
追跡番号・送り状番号の通知
◇The tracking number is TRT113355.

◇Please be advised that the air waybill number is DEF-654321.

船名・便名の通知
◇We have booked a direct flight to Cairo. 

◇Please be informed that the flight number is SQ-123.

◇We will shortly let you know the vessel name.

着荷確認の依頼 

◇Please let me know when you receive the goods.

◇Please confirm your receipt of the shipment.

２　商品発送の通知のEメール
Dear Mr. Foster,
With reference to your order No. BP-1357, we would like to inform you of shipping details.

Your order was shipped by air today and is scheduled to arrive in New York on April 13, 2015.  Air Waybill No. is ABC-124578.

Please let me know when you receive the products at your earliest convenience.

Best regards,

Charles Morrison

言い換え表現
１．Please be advised that we dispatched your order No. BP-1357 by air today. 

２．The estimated time of arrival in New York is April 13, 2015. 

３．Please confirm your receipt of the shipment as soon as possible. 

発展表現
１．We have delivered your order on the usual terms. 

２．You can track your order at http://www.dlvry.com. 

３．If you require any further information on this shipment, please feel free to contact us. 

４．You will receive the goods on May 30 at the earliest. 

単語に注目
１．He made no reference to the issues of employment.

２．For details, please see reference material enclosed.

３．This is in reference to your inquiry regarding the status of your backorder.

