基本フォーマット22　支払いの取り立て2（2回目の通知）

From: Shane Hopkins 

To: Kenji Tamura

Subject: Payment Due

Dear Kenji Tamura 

Despite our reminder of April 7, ①we still have not received your balance of $ 7,700. ②Please settle the account as soon as possible. This is the second e-mail we have sent you with regard to your March account. ③We hope that your payment will be forthcoming.  

④We would like you to remit the amount in full by April 25. Please ignore this e-mail if you have sent in your payment.  

Thank you for your cooperation. 
Best Regards,

Shane Hopkins

Sales Department

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 we believe you have overlooked the invoice for $ 7,700. ★★★
② We will require you to settle the account immediately. ★★★★ 

③ Please e-mail us by tomorrow: Have you cleared your March account? ★★★
④ You are expected to remit the amount in full by April 25. ★★★★
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