[bookmark: __DdeLink__82_568574242]Sample Employee Leave Application Letter

This sample is for employees who choose to write an application in hard copy. Note the format and the language.

Name: Rachel Dsouza
Employee Code: CWD - 1248
Date: 05/24/2012
Robin Donald
Manager
Subject: Leave Application for 10 days for exams

Sir,

I wish to apply for 10 working days leave from the 15th of next month till the end of month (15 - 30 Apr. 20XX). The reason for this is my master's course examinations of the final term. There are 10 papers that I need to appear and additional five days for preparing for the examinations.

I shall report to work on the 2nd of May 20XX. I request you to kindly approve my leave.

Thanking you in anticipation.
Regards,
Rachel Dsouza
