基本フォーマット18  注文書の受領4（清算勘定の断り）

From: Jerald Thompson 

To: Mr. Yoshio Takaoka 

Subject: Shipment  

Dear Mr. Yoshio Takaoka 

①We were very pleased to receive your inquiry about open account facilities. We understand that you have placed a substantial order with us in the past. 

②However, we regret to say that we have never offered such facilities to customers until they have done business with us for over two years. We are certain that ③our products are sold at heavily discounted and extremely competitive prices. 

④We feel sorry that we cannot help you in this case. If you have any further questions before making a decision, please do not hesitate to e-mail us. 

We look forward to hearing from you soon.  

Best Regards,

Jerald Thompson   

Sales Manager

①★★★★　②★★★★★　③★★★　④★★★
〔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 Thank you very much for your inquiry about open account facilities. ★★★★
② Unfortunately, we never offer such facilities to customers ★★★★
③ our products are competitively priced and heavily discounted. ★★★ 

④ We are sorry to say that we could not support you in this case. ★★★★★
　　　　　　　　　『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
