基本フォーマット98　退職のお知らせ
From: Yuri Kawamura 
To: Tiffany Jackson
Subject: Resignation Announcement

Dear Tiffany Jackson 
①On September 30, I will retire from Global Tech Ltd., after ten years of service. I will miss my morning coffee with you. ②Ms. Jennifer Shane will assume my duties and I believe she’ll be in touch with you soon. She has been with the company for four years and has an excellent command of Japanese. 

③I would like to thank all of the many people who gave me support and encouragement throughout my career. 

Again, thank you very much for the wonderful memories. ④It has been a pleasure serving you. 

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 September 30 will be my last day at Global Tech Ltd., after ten years of service. ☆☆
② Ms. Jennifer Shane will take over my place ☆☆
③ Thank you for your friendship for the last ten years. ☆☆
④ Hope we’ll stay in touch. ☆
　　　　　　　　　『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
