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Absence Letter – Sample Leave Of Absence Letter
This is formal letter that an employee writes to the management, for granting him leave of absence from his work. The duration of the leave and the reason should be mentioned in precise manner. Here is a sample leave of absence letter:

Date:
 
To
ABC
Manager/ Director


Ref: Request for leave for --- days.

Dear Sir,
I am forwarding my application for leave of absence from work for ---- days. As you are aware that I met with an accident yesterday, and I am still in the hospital. The doctors have advised me to rest for another ---- days. Although there is nothing seriously wrong with me, but I am in no condition to report to work for another --- days.
I have advised my senior lawyer and have given my routine work to my assistant to complete. In my absence there will be no loss of work.
I am enclosing my doctor’s certificate for the records. I shall be reporting on the ---- of this month.
Thanking You,
Yours truly,


XYZ 
Designation





Leave Letter – Paternity Leave Letter
In some countries it is customary to give paternity leave to the father –to- be. Although it is not mandatory but a company does allow its employees to take leave. Here in this letter one such employee is seeking leave under the paternity leave provision. Here is a sample paternity leave letter:

Date:
 
To
ABC
Manager/ Director


Ref: Application for paternity leave

Dear Sir,
I am forwarding my application for paternity leave as you are well aware that my wife has delivered a baby last night. There is no one to look after my 3 year old daughter at home. I will find it difficult to manage home and office. Since my wife has had a cesarean section as her labor was difficult she will have to stay in the hospital for a week.
Besides this the baby has developed jaundice. Although the doctors say that it is not a cause to worry, my wife will get a discharge only after the baby is normal.
Sir, I therefore request you to kindly grant me a month’s paternity leave w. e. f. -----------------.
Thanking you,
Sincerely,


XYZ
Designation 








Leave Letter – Approve a Vacation or Leave of Absence

Date

XYZ
Designation,
Department


Dear Name,
I am happy to approve your request for vacation starting _______ to ___________. I understand how it feels to be with the family during festive seasons. It’s only when we are away from them we realize there importance. I hope you would have done the complete shopping for the festival .I know that it had been a very hectic schedule from past 2 months because of the project and you must be longing for a break .I am also aware that you have not taken any leave from past one year and would like to go for a vacation.
Before leaving make sure that you handover all your files and documents to ________ and also explain what has to be done in your absence.
Have a wonderful time with the family and please contact me if there is anything that you would like to convey regarding work .Also I hope it won’t be an inconvenience to call you if there is a requirement.
Have fun,
Sincerely,


ABC
Designation 










Leave Letter – Sample Maternity Leave Letter

Date:
 
To
ABC
Manager/ Director


Ref: Application for maternity leave
Dear Sir,
I am writing this letter to inform you that I wish to take maternity leave starting from date. As you are aware I am pregnant and the baby is due on (date).I have attached the relevant medical application and other details. I would like to avail the entire maternity leave and benefits. Please guide me through the process of applying for the benefits.
The leave I would like to apply from (date) to (date).I also want to add up my annual leave along with the maternity leave so that I can be with the baby after the delivery. All in together I would be taking a three month leave and will join immediately after that. But in case of any complication I will inform you about the extension of the leave. I would also request to give me details about the hospital covered under the office insurance or please give me the person’s name that can help me go through the process.
I hope you will consider my situation and allow me to take the annual leave along with the maternity leave, please confirm me the dates of leave and also the date of joining back.
Waiting for the reply and thanks for your time and consideration
Sincerely,

XYZ
Designation 






Leave Letter – Sample Casual Leave Letter
Asking your employer for a casual leave is a simple process. You just have to keep few things in your mind like the tone of the letter should be formal, the letter should be concise with the exact number of days you will be on leave. It should also mention the date of joining once you will be back from leave. It will be a good thing if you will give a reason for which you are taking a leave. Here is a sample casual leave letter:

Date:
 
To
ABC
Manager/ Director


Ref: Request for leave --- days.
Dear Mr. Gotham,
I wish to apply for --- days leave, as I have to attend a telecom conference from --- to -- April. This is an important conference as I would come across with many new and advance technologies that we can use to update our telecom system. I am keenly interested in attending this conference so as to learn the revolutionary aspects of telecom industry. With the conference there will be a -- day workshop where I will learn and see the things practically. As this conference is in Frankfurt so I need to move on --- in order to reach in time for the conference.
I shall be resuming office on --- of April 20--. I will be thankful to you for considering my application.
Sincerely,

XYZ
Designation 







Leave Letter – Sample Annual Leave Letter
Asking your employer for an annual leave is a simple process. You just have to keep few things in your mind like the tone of the letter should be formal, the letter should be concise with the exact number of days you will be on leave. It should also mention the date of joining once you will be back from vacations. It will be a good thing if you will give a complete status of your job work as it will help your employer to understand your schedule and if needed he can hand over your work to other members of your team. Here is a sample of annual leave letter:
Date:
 
To
ABC
Manager/ Director

Ref: Annual Leave Letter

Dear ABC
I am writing this letter to request you to formalize my annual leave of four weeks that I can avail as part of my employment with the organization. I wish to avail my leave from----------------.
The reason for this is that I am getting married on----------------. So I need some vacation to set and start a new dimension of life. As a senior quality analyst I understand that I have the responsibilities of three leading projects and I want to assure you that before going on leave I will complete the in hand projects. I also assure you that my team members will handle rest of the things in my absence and I will be in regular contact with them to help them at any level.
I will take the charge from ------------ and if there will be any delay in joining then I will confirm that a week before.
Thank you and hoping for your kind consideration.
Sincerely,


XYZ
Designation



Leave Letter – Office Leave Letter Format

Date:
 
To
ABC
Manager/ Director

Ref: Annual Leave Letter
Dear name,
I am writing this letter to apply for the annual leave of four weeks which I can avail as per the company policy. I have not availed any of the leaves from past six months so I would like to apply for leave starting from date( ).
The main reason for this leave is that I have to be with my father for an open heart surgery. I am the only son and I remember informing you that the operation is to be conducted in the dates I applied for leave, I would like to be with my father for a month as this operation requires two months rest and care. I wish to be with him during the operation and after care for at least a month.
I will make sure that I hand over all my responsibilities to another employee from our and explain everything to him
I will be able to resume with work from (date) and I hope that there is no emergency or need for extension else I will inform about the same. This is my contact details please contact me for any information.
Waiting for the confirmation of leave
Yours sincerely,

XYZ
Designation






Leave Letter – Sample Letter for Leave Of Absence

Date:
 
To
ABC
Manager/ Director

Ref: Leave Letter
Dear Name,
This is to inform you that I will be absent from work starting from (date). During this time, I am attending my brother’s wedding for four days and in my absence my project and files will be taken care by ( name of the individual ).
I had informed you last month that I will be taking this leave. My brother is an engineer in US and his would is also working in the same company. They do not have many leaves, so there would be a marriage and reception, and they would leave to Singapore for honeymoon. It’s just a four day affair and being the elder brother I have to be there for the marriage and have to take care of all the arrangements.
This would be the last marriage of the family and would be grand occasion .I cordially invite you and the team also to make it to the marriage.
I have handed over all my responsibilities to different team members, and I am sure they would do it appropriately.
For any kind of emergency, you can contact me at this number________.
As I informed you before I will be joining back on (date) ___________.
Sincerely,


XYZ
Designation



Leave Letter – One Day Leave Application

Date:
 
To
ABC
Manager/ Director

Ref: Leave Letter
Dear Sir,
I would like to apply for one day leave on (date) as I have to take my mother for dialysis.
It’s a long procedure and would require one whole day for that. I am taking this particular date as it is a Saturday and assume that the work load will be less. I understand the this is the peak season for wok but I have not availed any leave from past three months .I need this leave as you must be aware the from past one week my mother is not doing well. Her blood sugar is gone high and she is suffering from chronic diabetes. Nobody is there to take expect me as my brother is away on an official tour to (name of the city).I can’t leave her in the hospital all by herself so would require this leave.
I hope you understand the urgency and provide me with this leave. I urge you to kindly grant one day leave for the same.
Waiting for your confirmation
Thank you for your time and consideration.


XYZ
Designation







Leave Letter – Sample Annual Leave Letter

Date:
 
To
ABC
Manager/ Director

Ref: Annual Leave Letter
Dear name,
I am writing this letter to apply for the annual leave of four weeks which I can avail as per the company policy. I have not availed any of the leaves from past six months so I would like to apply for leave starting from date( ).
The main reason for this leave is that I have to be with my father for an open heart surgery. I am the only son and I remember informing you that the operation is to be conducted in the dates I applied for leave, I would like to be with my father for a month as this operation requires two months rest and care. I wish to be with him during the operation and after care for at least a month.
I will make sure that I hand over all my responsibilities to another employee from our and explain everything to him
I will be able to resume with work from (date) and I hope that there is no emergency or need for extension else I will inform about the same. This is my contact details please contact me for any information.
Waiting for the confirmation of leave


XYZ
Designation
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