

To








Date: 28/09/2012
Address
Nagpur

Respected Sir,


Sub: Application for Leave
I would like to apply for Examination preparation leave from ……………………..for a period of……………………………………starting from………………………………………………..
Could you please grant me the said leave of….................................. as you are aware, I have my ……………… Exams Attempt due in ……………………….. (Date) & I wish to prepare for the said exams. 

I had completed all the work of my area & I would be available on my mobile No: [……………………….] for any eventualities. 
I am expecting to resume my job from……………………….. (Date) or early if possible.

I am thankful to you for all your support.


Yours sincerely,
(Name)
