基本フォーマット93　長期休暇願い
From: Yuri Kawamura
To: Kim Sharon
Subject: A Leave Application  
Dear Kim Sharon 
①Could I request a leave from my position as the section manager from April 2 to April 8? ②I am planning to travel Britain, Germany and France with my family.
③I would really appreciate it if you could approve this request. ④If you have any questions regarding this matter, I would be happy to talk about it at any time. 

Thank you very much for your cooperation.

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 would like to take a paid holiday from April 2 to April 8. ★★★
② I take a seven-day trip to Britain, Germany and France with my family. ★★★
③ I hope that you will be able to approve this request. ★★★
④ If you have any questions, I would be pleased to discuss this matter at any time. ★★★★
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