Leave Extension Request Letter
To,
Mr. Peter Paker,
HR Manager,
ABC Solutions,
67-O, Mall Avenue,
Date: 2.7.14
Dear Sir,
Subject: Leave extension request letter
I am writing this letter to inform you about my intention of extending my leaves because I will not be able to make it back in the town within the date specified in my leave letter.
Earlier this week, I had written a letter requesting you to grant me leave for two days because I had to attend my cousin’s wedding in Boston. However because of a hurricane here all the flights to London have been cancelled and there is no means through which I can reach back home.
I checked with almost all the airways and have looked for every possible way in which I can resume to work on the specified date but due to the serious weather issues here, it seems like a task next to impossible. As reported by the weather department, the situation will be in control within the next three days and the weather will improve. Only after then I can book my ticket back to London. So kindly extend my leave for the next five days and I’ll keep you informed about my arrival.
Sincerely,
Jackie Beckham.
Marketing Executive
ABC Solutions

