基本フォーマット96　退職願い
From: Yuri Kawamura 
To: Kim Sharon
Subject: Resignation

Dear Kim Sharon 
①I am resigning from Global Tech Ltd. effective September 30. After serious consideration, I have reached a definite decision to resign from the company. ②I have enjoyed my work at Global Tech Ltd. and appreciate all the opportunities that I have been given. 

My ten years with the company have been pleasant. You have been a wonderful role model for me, and I will miss working with you. ③Without you, I probably wouldn’t have lasted so long. ④I would like to thank all of the many people who gave me support and encouragement throughout my career. 

I value highly the experience I have had at Global Tech Ltd. and believe that it will be useful to me in the future. Thank you very much for understanding.     

Best Regards, 
Yuri Kawamura        

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 I will be retiring from my position in the sales department of Global Tech Ltd. effective September 30. ★★★★
② I have much enjoyed our long association. ★★★★
③ Without your kind suggestions, I don’t think I could have fulfilled my duties at Global Tech Ltd. ★★★★★
④ It was my privilege to work with and get to know a lot of fine folks throughout my career. ★★★★★
　　　　　　　　　『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
