Short Leave Application from Office
The Managing Director,
Color Company,
United States
Subject: Leave for one day from office
Dear Sir,
Most humbly, it is requested that I have to do some chores at home. Due to which, I won’t be able to come to office tomorrow, on 3rd August. I’ve completed all my assigned office tasks due for tomorrow, and have guided my assistant to deliver the reports where required. Kindly grant me leave for one day.
Thanking you in anticipation.
Sincerely,
Asim  Raza
Sales Manager
