基本フォーマット58　退職通知
Moon Star, Ltd.
1-2 Yokota-cho, Ota-ku, Tokyo, Japan 155-1010
Phone: 81-3-3023-1233     Fax: 81-3-3023-1234
TO: Mr. Roger Holland                          DATE: November 11, 2005

COMPANY: Euro Manufacturing Ltd.              FROM: Shigeru Tanaka 

FAX NO: 44-20-2156-7812                       PAGES TO BE TRANSMITTED: 2

PHONE NO: 44-20-2156-7811                    REF #: BG2103-1501 

SUBJECT: Retirement Announcement 

Dear Mr. Holland: 
①I wish to inform you that I will officially be leaving Moon Star Ltd. at the end of this month. ②Thank you very much for the kindness and cooperation you have shown me over the years. I am planning to continue working independently as a consultant in matters relating to computer software. ③Mr. Nobuo Tachibana will take over my place and will be responsible for order processing. He has been with the company for four years. 

Again, ④I would like to thank you for your support over the past 12 years. I wish you and your company the best of luck in all your future endeavors.

Sincerely yours,

Shigeru Tanaka  

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 This is just to let you know that I will be leaving Moon Star, Ltd. at the end of this month.  ★★★
② I would like to express my appreciation for the kindness and cooperation you have shown me over the years. ★★★★
③ Mr. Nobuo Tachibana will take over my position and will handle your order. ★★★
④ Thank you for such a pleasant association over the past 12 years. I will miss your cheerful e-mail. ★★★
　　　　　　　　　『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
