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Business Letter Format

Fabruary 1, 206X

Deborah Jonas

ABC Company, Inc.
1234 Eazt Main Sireal
San Dhego, CA 2104

Dear Me. Jones,

| &m subrmitting this recueest for a leave of Bbsance to tend to Important
personal matiers baginning next manth. H pessibla, | would ke o take
my leave baginning March 15 and ratum to the office Agnl 3, 20X,

| can rmake ryeed svailable intarmittently to answer guestions via phone
or arnad, and am happy to do whatever necassary to ansure a smooth
transdion befora my leave begins.

Thank you for your considaration.

Sncaraly,
Johanna Jansen




