基本フォーマット24　支払いの取り立て4（請求書の送付ミスのお詫び）

From: Shane Hopkins

To: Kenji Tamura  

Subject: Incorrect Bill
Dear Kenji Tamura 

①We apologize for the discrepancy on your bill dated on April 7. There was an error made in our computer department. We are very sorry troubling you in this matter. Please find attached the correct bill. 

②We are sincerely sorry for the inconvenience it has caused you. ③We make every effort to ensure that such problems will never occur again. 

④Thank you very much for your understanding.   

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 are sorry for the discrepancy ★★★
② We regret the inconvenience it has caused you. ★★★★★ 

③ Every effort is made to ensure that such problems will not occur again. ★★★★
④ Your understanding would be greatly appreciated. ★★★★★
　　　　　　　　　『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
