Teacher Leave Letter to Principal
To,
The Principal,
SICAS International School.
Subject: Leave Application
Respected Madam,
I am writing this application to request you to grant me leave for 3 days as I have to go abroad for a family function. It is my brother’s marriage and I cannot miss it so I humbly plead you to allow me to take holidays. I have already arranged a replacement teacher who will take classes for 3 days on my behalf. I have not taken any leaves before this in this semester so I hope you will grant me leaves so that I can attend my brother’s marriage ceremony with my family. I assure you that I will come after 3 days and then proceed with my regular classes.
I will be grateful to you for this utmost kindness.
Yours Faithfully,
Alva 
