基本フォーマット97　退職願いの受理
From: Kim Sharon 
To: Yuri Kawamura
Subject: Accepting a Resignation
Dear Yuri Kawamura 
①I was very sorry to learn that you have decided to resign from Global Tech Ltd. ②All of us heard your decision with regret. ③We are sorry to lose you since your work has always been most satisfactory. We wish that you could stay longer in the sales department for many years. I understand that your reasons for leaving have nothing to do with this organization. ④I will be pleased to provide you with a letter of recommendation, if you so desire. 

We appreciate all the outstanding work you have done for us. My best wishes to you for the future. 

Best Regards, 

Kim Sharon        

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 It was with sincere regret that we have accepted your resignation as the section manager. ★★★★★
② All of us will miss you in our sales department. ☆☆
③ We’d like to express heartfelt appreciation for your years of contributions to the company’s success. ★★★★★
④ Please send me e-mail if you need a letter of recommendation. ☆☆
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