４－６　注文
１　定型パターンの表現
注文する
◇We are pleased to place an order with you as follows:

◇We would like to order 30 units of Item #AZ-123.

注文書の送付
◇Please confirm receipt of this order.
◇Could you please acknowledge the order by return?

◇If you have any objections to our order, please let us know within ten days of your receipt.

注文内容の確認・念押し
◇Please advise us whether you can meet our delivery requirements on the order.

◇If you are unable to fulfill our order following your order acknowledgement, please let us know immediately. 

◇Please confirm that all our ordered items are in stock.
◇Please make sure goods will be shipped by sea freight.

◇Please note that the order prices are based on those of Ex-factory.

注文内容の変更・キャンセル依頼
◇We would like to change part of our order No. AP-1234.

◇We would like to delete item No. 10 from our order.

◇Can we add three items to the order placed on July 10?

◇We ordered the wrong items by mistake, so we would like to cancel our order.

◇Please advise us if there is any order cancellation fee.

◇We would like to cancel any unshipped products from our order.

◇Can we decrease the order quantity from 500 pcs to 300 pcs? 

◇We would like to ask you if we can increase the quantity of our order.
２　注文書の送付のEメール
Dear Mr. Harris, 

Thank you for your July 25th quotation on your electronic products. 

We accepted your terms and conditions, issued an order form and sent it to you by mail.

Please confirm receipt of this order. Also, as we are in urgent need of item No. 15 at a quantity of 200 pieces, please let us know whether you can expedite the delivery date.　
We would appreciate your prompt attention to this matter.

Sincerely yours, 

Carl Foster 

言い換え表現
１．We are agreeable to all the terms and conditions…

２．We urgently need 200 pieces of item No. 15.

３．We would like to know whether you can move up the delivery schedule. 

発展表現
１．Please confirm by return that all the products we ordered are in stock. 

２．Please let me know if the goods reach us within 2 weeks. 

３．If you cannot meet our delivery requirements, please let us know in advance.
４．If there is any additional charge on expedited shipping, please let us know.

単語に注目
１．We will do our best to expedite order processing.

２．An expedite fee of $50 is charged when you request faster processing.

３．You should expedite payment to avoid late fees. 
