To,
George Shane
Team Leader, Finance Team
Token Enterprises Limited
London
UK
23rd August 2014
Subject: Vacation leave application letter
Respected Sir,
I am writing this letter to apply for 2 weeks of vacation leaves, from 30th August 2014 to 14thSeptember 2014. I have planned for a summer vacation trip with my family to the outskirts of the city and therefore the vacation leaves are intended.
With this letter, I would like to put to your notice that I have finished and submitted all the pending work that I had with me. The financial report documents and the file works have been submitted to Mr. James Paul, financial head. During the course of my absence, I have asked my co-worker Mr. Bob Marley, to act in my position and update me if there is a case of an emergency or an important task.
I request you to kindly approve my vacation leave application and reply at your earliest convenience. If I can be of any help to you, please feel free to contact me on 4893949.
Thanking you for your kind consideration.
Sincerely,
Charles Harry
Financial Employee

