Sample Annual Leave Letter:
To
Mr. Eddie Lamb
Project Manager
Oracle Team
VBN Inc.
Dated: 08.15.2014
Dear Mr. Lamb
Subject: Annual Leave Letter
I am writing this letter to apply for my annual leave from 09.01.2014 through 09.12.2014. I would also like to use 5 more days of my personal leaves from 09.15.2014 through 09.19.2014 so that I have a three week leave period.
As I have already communicated to you in person, I plan to visit my friend in London during that time. There are no deliverables scheduled for release in September and starting October and thus I have figured that these three weeks will be perfect for my vacation to London. Moreover I will make sure to complete all the projects before going for the leave.
I hope you will look into the matter, weigh in the odds of the leave application and grant me my leave at the earliest so that I can book my tickets.
Will look forward to your approval.
Yours Sincerely
David Palmer
Project Associate
VBN Inc.
 

