To,
Mr. Eric Watson
Head of the Department, Sales Team
Dreams Enterprises Limited

London
UK
8th January 2014
Subject: Emergency leave letter
Respected Sir,
I am writing this letter to inform you about the unexpected leave of absence from work that I am taking. I received a call from my neighbors mentioning that my sister has collapsed and I am rushing to the hospital to be with her and to take care of her. I request you to kindly consider my request of taking an emergency leave from the work as the situation is unavoidable.
I plan to return to work, from15th January 2014 that is I request you for 1 week of emergency leaves. Also, I am confident that my project reports and documentations on which I am working won’t suffer due to my absence. I have already informed two of my co-workers to handle my duties and inform me about the immediate needs or assistances, if any.
During the course of my leaves, I can be contacted on 4959394. I thank you for your kind consideration as these emergency leaves will help me take care of my sister at such a difficult time.
Thanking you.
Sincerely,
Martin Jack
Sales Employee
