基本フォーマット52　取引の終了

From: Sharon Thompson

To: Kenji Yamada

Subject: Termination of Contract

Dear Kenji Yamada   

①This is to confirm that your service contract is about to expire on July 7, 2005. Unfortunately, ②we must inform you that our current order will be our last. We would like you to understand that this decision was not made because of poor products on your part. Rather, it was made because our head office has decided to terminate the contract. 

③Kindly sign the attached contract and return it to us. We understand that this announcement may be very surprising for all of you. If you still have any questions on this matter, please let us know by e-mail. 

Thank you very much for your understanding.        

Best Regards,
Sharon Thompson  

Sales Department   

①★★★　②★★★　③★★★★
〔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 This e-mail is to advise you that your service contract is about to expire on July 7, 2005. ★★★★
② we regret to notify you that ★★★★★
③ This e-mail is to request that you sign the accompanying contract and return it to us. ★★★★
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