基本フォーマット87　採用通知
From: Santos Village
To: Takashi Kondo
Subject: Notice of Acceptance
Dear Takashi Kondo
①Congratulations! You have passed the final interview and have been accepted as a sales manager. ②You have demonstrated your superior knowledge and ability to the satisfaction of our recruiting staff. You are welcome to work with us in establishing the foundation for our future success. In addition, ③there will be an opportunity to improve your English language skills. ④The period of employment will be three years, renewable if necessary. 

We are confident that you will become a valuable contributor to the company. A set of documents, including information regarding your employment conditions will be sent to you shortly. 

We are looking forward to receiving your acceptance and to meeting you on August 7 (Friday), 10 a.m.    
Best Regards,

Santos Village        
Personnel 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 It is our great pleasure to inform you that you have passed the final interview and have been accepted as a sales manager. ★★★★★
② In the final interview, you have proven you have the ability to succeed in our organization. ★★★
③ you will take the opportunity to improve your English language skills. ★★★
④ We offer you a full-time employee status with a renewable tenure of three years. ★★★
　　　　　　　　　『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
