基本フォーマット99　解雇通知
From: Kaoru Sasaoka

To: Yuri Kawamura
Subject: Notification of Your Termination  
Dear Yuri Kawamura
①We regret to inform you of your termination from this organization, effective March 31, 2005. 
Your contract is terminated ②because of your unsatisfactory performance of your duties. You will receive the standard two years’ allowance. It will be deposited in your bank account by April 15.

③With best wishes for your next opportunity. 

Best Regards, 
Kaoru Sasaoka       

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 We deeply regret to inform you that we terminate your contract, effective March 31, 2005. ★★★★★
② because of your excessive absenteeism from work ★★★★
③ Please accept our best wishes for your future. ★★★★
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