휴가 신청하기
Dear Mr. Steele,

   I’m writing to inform you that I have to ask for three days’ leave.

   I’m terribly sorry for this. My parents have made up their mind to move to the countryside. They have been sick and tired of all the hustle and bustle in the city, especially since their retirement. We have an appointment with the movers at ten o’clock tomorrow morning. And the buyer who agreed to take over our house also hopes to move in by Friday. As a result, I have to take three days off to help with the move.

   I would like to ask my assistant to act as the deputy, if you have no objection.

   I’m looking forward to your positive reply soon.
Faithfully yours,

Johnny Richards
