연수 신청하기  eq \o\ac(○,1)
Dear Ms. Noel,

   I’m writing to inform you that I would like to apply for further study abroad.

   As a member of the sales and marketing department, I feel a great need to learn from the foreign leading companies in the field and update our manner of conducting business. The stereotyped business pattern cannot guarantee the greater achievements or development of our company. It’s most urgent that1 we bring about reforms, so as to keep up with the times.

   I hereby apply for further study abroad. I promise to make every effort at the study, so that I can make greater contribution to the company in the future. 

   Your kind approval would be greatly appreciated.
Best regards,

Nicole Holmes
연수 신청하기  eq \o\ac(○,2)
Dear Mr. Smith,

   I’m writing to apply to take the refresher courses to study computer programming.

   I have worked in the IT team for half a year or so. As an inexperienced fresh college graduate, I met many troubles in the beginning. And I felt an irresistible impulse to improve myself, for fear that I would fall behind my colleagues.

   As far as I am aware, you are in charge of the application for the refresher courses. May I take the liberty of begging a favor of you? I’m wondering if I could be fortunate to get the opportunity to receive further education on computer programming.

   I’m anxiously awaiting your early reply.
Yours faithfully,

Edmund Nixon

