基本フォーマット39　顧客への返事8（従業員への苦情に対する謝罪）

From: Caroline Hopkins

To: Takashi Sawada  

Subject: RE: Customer Service  

Dear Takashi Sawada 

①We appreciate your e-mail about your unhappy experience with our Customer Service. We apologize for the poor service you received last week. Immediately the problem was forwarded to our Customer Service specialists. ②We will take time to discuss the problem with the employee in question. 

We really understand that you were upset and unsatisfactory. ③We do not want this unhappy occurrence to stop serving you. ④Therefore, we would like you to accept our apologies for any inconvenience and dissatisfaction this incident has caused you. Please send us e-mail if you have further comments. 

Thank you very much for your patience. 

Best Regards,
Caroline 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 Thanks for informing us of your unsatisfactory experience with our Customer Service. ☆☆ 

② Could I please take the time to discuss the problem with the employee in question? ★★★★★ 

③ We would not like this unhappy occurrence to stop serving you. ★★★★
④ Sorry for any inconvenience and dissatisfaction this incident has caused you. ☆
　　　　　　　　　『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
