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To
Gary Brown,
General Manager
ABC Associates
607 Mower Drive
Calgary, AB T2R 0A9
Date: 8th October 2014
Subject: Leave request letter
Dear Sir,
I am writing this letter to request you to grant me 15 days leave in December 2014 from 15th to 31stDecember 2014. This is due to the treatment of my wife for which I have to take her to the hospital in another city and I have to be with her during the period of treatment.
I will be joining back on 1st of January, 2015 and will complete all the current assignments I have been handling. I will ensure that all the pending work will be finished before I go on leave, so that there would not be any difficulty.
I will carry on with my assignments as soon as I join back. In an emergency you can always call me on my phone 99 6677 8899.  I hope you will approve my leave at your earliest convenience so that I can finalize our travel arrangements.
Thank you for your kind consideration of my leave request.
Yours Sincerely
Signature
Kent Hamilton
Assistant Manager
ABC Associates

