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Chief Pharmacist
Total Pharmacy Agency
Dear Mr. Fontaine
RE: Annual Leave Request
I am writing to request your approval on my annual leave application through this letter.
I would like to request for three days, from June 1-3, 2010 to be deducted from my annual leave of 15 days which I have not used at all. I shall ensure that all urgent tasks shall be completed before I go on my leave on these dates and I shall be back to work on June 4, 2010, to resume my responsibility.
Although I have some personal matters to attend to, I shall be available for any contact by the company during my leave should there be any urgent request of assistance from me.
I would appreciate your approval of my leave request.
Thank You.
