To:
Kimberley Clark
Chief Operating Officer

From:
Beverly Stevens
Personal Assistant COO

Date:     January 24, 2009

Dear Mrs. Clark,

I am writing to you today to inform you of my admission in  New York University's Masters of Business Administration program. With this good news, I will require a leave for the duration of my studies which will commence from September 12, 2009 to May 25, 2010.

I have attached my letter of admissions along with the receipt for tuition that has been paid to the institute for your information.

On my return I hope to have gained knowledge about many new aspects of doing business. This should help me promote the company’s business interests in many new ways to a more diverse group of clients. I thank you in advance for providing me an opportunity to further my studies and professional development.

Regards,

(Signature)
Beverly Steven
