Sample Leave Application Rejection Letter:
To
Miss Hannah Fields
Associate,
XYZ Computers
Dated: 08.14.2014
 
Dear Miss Fields
Subject: Leave application rejection letter
This letter is to inform you that your leave application has been rejected as the management needs you to be in the office owing to shortage of man power.
You have stated in your leave application letter that you plan to go for vacation with your family and friends from 08.25.2014 through 08.29.2014. But as you are aware that this department is already shorthanded we cannot allow you to take the desired leave at this point. Two associates who are also going on leave in the same week will be back and two new associates will join as well. So you will be permitted to apply for leave when the team is again in full form.
We could not reject the leave applications of the two other associates because one of them is visiting a sick kin and the other person has his wedding the same week. Since we consider that you can postpone your travel plans we have decided to reject your leave plea. You can again apply for leave once your team is whole. We hope you will understand the situation.
Yours Sincerely
Nigel Wright
Test Manager, XYZ Computers
 


