４－８　支払通知
１　定型パターンの表現
支払通知書の送付
◇We will send a payment advice to you by fax later.

◇We have sent you our remittance advice quoting your invoice number. 

◇Attached are the details of payment to be made on April 25.

◇We will send you a statement showing the amount paid.
支払日の通知
◇The payment will be effected within a few days.

◇Please be informed that we will pay you at the end of this month.

◇Our finance department made all payments on May 10.

◇We will pay the full invoice amount by the due date.

支払金額の通知
◇We remitted $54,000.00 to your bank account today.

◇The payment amount is US$2,000.00 and the confirmation number is 13555.

◇We will pay US$3,000.00 within this month and the remaining amount next month.

支払方法の通知
◇We will make a payment through a wire transfer.

◇We are scheduled to settle payment by check.

◇We made a check for US$5,000.00in payment of the invoice number 1122.

◇Can we pay the fee of US$150.00 by credit card?

◇Please be advised that we will make a partial payment for your invoice number 4321. 

◇We have paid by bank draft. 

２　支払明細の連絡のEメール
Dear Ms. Davis,
Thank you for sending the invoice and bank account details.

Please be advised that we remitted the amount of $25,000.00 to your bank account today. Payment details will be sent to you by fax presently. Please let me know when you confirm our payment.

I would like to take this opportunity to thank you very much for your assistance in this matter.

Best regards,

Michael Peirce

言い換え表現
１．This is to inform you that we sent the payment of $25,000.00 to your bank account via wire transfer today. 

２．You’ll receive the payment details by fax shortly. 

３．We would be grateful if you could let us know once the payment has been confirmed on your end. 

発展表現
１．We made remittance of US$12,500.00, which covers your invoice No. 1234. 

２．We would like to inform you that we mailed you a check for US$5,500.00 today. 

３．I would like to send a payment schedule for your convenience as an email attachment. 

単語に注目
１．May I take this opportunity to express our heartfelt appreciation to you? 

２．Mike missed a golden opportunity. 
３．Thank you for giving me this opportunity to talk with you today.
