３－８　代金受領通知・催促
１　定型パターンの表現
代金受領の通知

◇This is to confirm that we received your remittance of US $2,000.00 today.

◇Thank you very much for your prompt payment.

◇We were informed by our accounting department that we have received your payment.

◇Thank you for your payment of $2,000.00 in settlement of Invoice No. 4321.

支払い遅延の通知 

◇Our records indicate that we have not received your payment for invoice No. RT-123.

◇Your payment on invoice No.SR-1245 was due Sep. 05.

◇The payment of US$3,500.00 is now overdue.

◇Your bill of US $12,500.00 is 30 days past due. 

◇You have an outstanding balance of US $1,000.00.
◇This is to remind you that you have not paid our bill of Oct. 10.

◇The following invoice is long overdue.

支払いの催促

◇Your prompt remittance will be appreciated.

◇Please make payment in full within a week. 

◇We appreciate your prompt remittance of the balance.

◇Please remit the past due amount immediately.
◇Thank you for your urgent attention to this matter.

支払いの催促（最終通達）
◇This is final notice for payment of the overdue balance of US $1,500.00.

◇If you won’t pay, we will have no option but to take legal action.

◇Please help us avoid turning your account over to our collection agency.

２　支払いの催促のEメール
Dear Ms. Adams,

This is to remind you that your payment of US $25,000.00 for invoice No. GT-1357 is 30 days past due.  Please check your records and advise us when we can expect to receive your payment.  If you have settled the invoice in the meantime, please disregard this reminder.

We thank you for giving this matter your prompt attention.
Best regards,

Billy Ward

言い換え表現
１．We have not received payment for invoice No. GT-1357, which is 30 days overdue.

２．Please advise us of your expected payment date. 

３．Your urgent attention to this matter would be greatly appreciated.

　　
発展表現
１．You have an outstanding balance of $5,000.00 since Feb. 20, 2014. 

２．We would appreciate it if you would send us your remittance as soon as possible. 

３．Please ensure that payment for overdue invoices is made without further delay. 

単語に注目
１．They had many affairs to settle. 

２．Let’s settle the date for our meeting. 
