基本フォーマット77　親族の死去に対するお悔やみ
From: Takashi Kondo

To: Caroline Luna
Subject: Condolences
Dear Caroline Luna
①I was all extremely saddened to hear of your father’s death. ②You have our deepest sympathy. Because of his highly professional manner, we counted on him to lead us into the next century. He had a warm, outgoing personality. You can take comfort in the knowledge that your father had a full time and shared in the pleasures of your own successful career. 

③He will be greatly missed, both as a friend and as a business associate. Please let me know if there is anything I can do to help. 

④Please accept my love and sympathy.    

Best Regards,
Takashi Kondo     

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 Please accept my sincere condolence on the death of your father. ★★★
② I would like you to know how much I sympathize with you and your family. ★★★ 

③ I will miss him dearly ★★★
④ Please accept my heartfelt condolences in this hour of sorrow. ★★★★★
　　　　　　　　　『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
