基本フォーマット94　休暇願いの受理
From: Kim Sharon 
To: Yuri Kawamura
Subject: Approval of a Paid Holiday
Dear Yuri Kawamura 
①Your request for a paid holiday has been approved. We understand your needs in this respect. ②We can promise you that your position will be held for you until you get back to the office. 

③Please enjoy your holiday, and hope to see you on April 9 (Friday). 

Please let me know if there is a change in your status. 

Best Regards, 
Kim Sharon         

Sales 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 Your request for a paid leave of absence has been granted. ★★★★
② We can assure you that your position will be held for you until you return to the office. ★★★
③ You are expected to be back on the job on April 9 (Friday). ★★★
　　　　　　　　　『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
