基本フォーマット100　異動の挨拶
From: Kim Sharon 
To: Yuri Kawamura 
Subject: New Assignment 
Dear Yuri Kawamura 
①I have been transferred to the Account Department of our company, effective April 1. Although I have enjoyed working with you for the last five years, ②this new assignment presents new and challenging opportunities. ③I would like to express my sincere appreciation for the cooperation and assistance you have given me in the office. ④My memories of the social relations we have had will always be among my most pleasant memories. 

Again, thank you very much for your assistance over the years. I hope that we can keep in touch.    

Best Regards, 
Kim Sharon         

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 I am moving to the Account Department of our company, effective April 1. ☆☆
② I am excited about this new assignment. ☆☆
③ Many thanks for your great help in the office. ☆
④ My memories of the social relations we have had will remain in my mind. ★★★
　　　　　　　　　『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
