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Meaning of Leave:

Planning for a vacation next summer, or scheduling to attend your sister’s marriage next 

week, or wish to visit your hometown? You might have great plans and arrangements but cannot go ahead with them 
unless you apply for leave in advance in your office. If you inform your employer about your leave last moment, your 
application for leave might not be accepted by your boss. So if you are planning to take leave, it is always wise to 
apply for it in advance. Also it should be intimated to the employer in advance so that the employer can make 
necessary adjustments in office.

 

Format of Leave Application

LEAVE APPLICATION LETTER

The format of a leave application letter is given below:

 

To

Name of Person whom you’re writing your application

https://www.flipkart.com/spoken-english-3rd/p/itmezunpyjy5xcc7?pid=9789339221461&affid=kaminiraw
https://english.eagetutor.com/contact


Organization’s Name

His/Her Designation

Subject: Mention the purpose of leave in one sentence

Respected Sir/Madam,

 

You can mention about yourself in the first sentence of your leave application. In the second sentence state the reason 
for taking leave and also the duration of leave.

Sign off with your name and designation

Date

 

 

Sample Leave Application Letter

Example:

To,

Manas Sethia

Orchid Pvt. Ltd.

HR Manager,

Sub: Application for Leave

Respected Sir/Madam (whichever is applicable)

I would like to apply for 10-days leave as I have to visit my parents in my hometown. My father is sick and has been 
hospitalized recently. I need to go there to look after him and be there with my family. So I would request you to grant 
me leave starting from 17th September, 2012 and ending on 26th September, 2012.

I would be highly obliged if my leave request is granted.

Yours faithfully

R. Ramakrishna

Sales Executive

28.08.2012

Want to know more about “How to write an application for a leave?”Click here to schedule live online session with e 
Tutor!

About eAge Tutoring:
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eAgeTutor.com is the premier online tutoring provider.eAge’s world class faculty and ace communication experts from around the 
globe help you to improve in an all round manner. Assignments and tasks based on a well researched content developed by subject 
matter and industry experts can certainly fetch the most desired results for improving spokenEnglish skills. Overcoming 
limitations is just a click of mouse away in this age of effective and advance communication technology. For further information 
ononline English speaking course or to experience the wonders of virtual classroom fix a demonstration session with our tutor. 
Please visitwww.eagetutor.com.

Contact us today to know more about our spoken English program and experience the exciting world of e-learning.
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