基本フォーマット82　書類審査後の不採用通知
From: Santos Village 

To: Takashi Kondo
Subject: Response to Applicants
Dear Takashi Kondo  
①We really appreciate the time you took last Friday to fill out our forms and provide the examples of your work. ②We went through your background and our specific requirements for this position. However, your background does not match our requirements. 

We would like to keep your resume on file, and ③let you know if there are any appropriate openings. There are, as you know, several companies which are expanding their staff at this time. We wish you success in your career.  

Best Regards,
Santos Village      
Personnel 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 Thank you very much for the time you spent with us last Friday ★★★★
② We studied your background and our specific requirements for this position. ★★★ 

③ let you know if something more compatible with your qualifications opens up. ★★★★★
　　　　　　　　　『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
