基本フォーマット10　注文書2（カバーレターの添付）

From: Yoshio Takaoka 

To: Mr. Jerald Thompson

Subject: Order

Dear Mr. Jerald Thompson

①We attach our order, No. WA2917, for 70 air conditioners. ②Please let us know immediately by e-mail if there is any problem with our order form. 

③We would like to thank you for 20 % trade discount and 7 % quantity discount you offered. ④Please check if the products are still available. 

⑤We need the products in four weeks’ time. 

Thank you for your cooperation. 

Best Regards,
Yoshio Takaoka  

Sales Department
①★★★　②★★★　③★★★★　④★★★　⑤★★★
〔入れ替え表現〕　相手の地位やその場の状況に応じて使い分けましょう。　
① Please find attached our order, No. WA2917, for 70 air conditioners. ★★★★
② Please e-mail us immediately if there is any problem with our order form. ☆☆
③ We have accepted 20 % trade discount and 7 % quantity discount you offered. ☆☆
④ Are the products still available? ☆☆
⑤ We appreciate delivery in four weeks’ time. ★★★
　　　　　　　　　『外資系の英文ビジネス文書フォーマット』（明日香出版社）より
