LETTER REFUSING HOLIDAY REQUEST
Dear [NAME]
I acknowledge your request to take holiday from [DATE] to [DATE]. 
Unfortunately, on this occasion I must decline your request for the following reason(s):
[Annual leave is normally approved on a ‘first come first served basis’. Other employees within your work area have already had holiday absence approved which overlap with the dates you have requested. As you are aware we do not, for operation reasons, permit overlapping holidays within your work area]
OR 

[Due to an increase in business activity during the dates you have requested we are unable to permit holiday to be taken. [SET OUT PROPOSAL AS TO WHEN IT CAN BE TAKEN]
OR
[You do not have enough annual leave entitlement remaining for the current annual leave year.]
OR
[During your first year of employment annual leave is accrued on a monthly basis. As a result you have not accrued enough annual leave for the period requested.]
OR
[You have not provided us with sufficient notice of your holiday request. As you are aware we require [AMOUNT] notice in order to be able to approve holiday requests.]

I am sorry we have been unable to agree to your request for leave on this occasion. If you have any queries or would like to discuss the matter please do not hesitate to contact me.
Yours sincerely

[NAME]
