To,
Kell Peters
HR Manager
HR Department,
Dawson International Corporation
333, timothy road, Jackson Avenue
5840-Jobs lane, London
UK
Date: 6th July 2014
Subject: one day leave application letter
Respected Mr. Peters,
I, William Brooks, the front desk manager at this company am writing this letter to take your permission for a one day leave from work. I hope that you will grant me this leave and would allow me to be absent from my duties for a single day next week.
Sir, I request you to grant me a leave for 15th July 2014 as I need to travel outside London to attend a one day workshop on communication skills. I have booked this workshop as I think it would be very useful for my skills as a front desk manager. The workshop is in Birmingham and I would be back the same day. I assure you to resume duties from 16th July 2014. In my absence, Timothy Johnson can take over my duties as I have already given him all the basic training required for handling the desk.
Hope to hear your decision soon,
Yours sincerely
William Brooks

