The Director
Ministry of Works
234 Langley street
 FCT Nigeria.
Dear Sir,
Request for one year study leave
I wish to request for a one year study leave starting on August 24th 2015! During my leave I will be pursuing a Master of Engineering program at McMaster University in Canada! The program commences on Sept 3rd 2015!
I believe that once I complete my MNC program, I will be of more value to the company! Should my leave be Granted , I hope to resume to the office after my leave on August 26th 2016!
Thank you for giving me an opportunity to serve this company.
A photocopy of my admission letter is attached.
 
Yours faithfully,
Daniel Babe
