基本フォーマット95　休暇願いの却下
From: Kim Sharon
To: Yuri Kawamura
Subject: Refusal of an Unpaid Holiday
Dear Yuri Kawamura 
①Unfortunately, we are unable to grant your request for an extended unpaid leave of absence from your position as the section manager. ②We understand your needs in this respect. However, ③approving this leave would be contrary to long-established company policies. Also, if other employees should decide to make similar requests in the future, it would set a precedent that would present several difficulties. 

It would be appreciated if you could understand our position in this matter. 

Thank you very much for your understanding.   

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 Sorry to say that we have to turn down your request for an extended unpaid leave of absence from your position as the section manager. ☆
② We understand your situation in this matter. ★★★
③ granting your request ★★★
　　　　　　　　　『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
