
Official Request for Educational Leave Letter 
 

[Your Full Name]​
[Your Position/Title]​
[Department or Division]​
[Company or Organization Name]​
[Company Address]​
[City, State, ZIP Code]​
[Email Address]​
[Phone Number]​
[Date] 

[Supervisor's Full Name]​
[Supervisor's Position/Title]​
[Department or Division]​
[Company or Organization Name]​
[Company Address]​
[City, State, ZIP Code] 

Subject: Request for Educational Leave 

Dear [Supervisor's Full Name], 

I hope this letter finds you in good health. I am writing to formally request an educational leave 
of absence from my position as [Your Position/Title] in the [Your Department or Division] at 
[Company or Organization Name]. 

I have been accepted into a [mention the type of educational program, e.g., degree program, 
certification course] that aligns with both my professional development and our company's 
goals. The duration of the program is from [start date] to [end date]. 

I have attached the acceptance letter from the educational institution and any other relevant 
documentation for your review. I am committed to ensuring a smooth transition during my 
absence and have already discussed this with my team and taken steps to delegate 
responsibilities. 

I understand the importance of proper planning for my absence, and I am willing to assist in any 
way necessary to ensure minimal disruption to our projects and tasks. If there are any specific 
procedures or forms required for this request, please inform me, and I will promptly complete 
them. 



I appreciate your understanding of the value this educational opportunity holds for both my 
personal growth and my contributions to the company. I kindly request your approval for this 
educational leave. 

Thank you for considering my request. I am available for further discussions or clarifications if 
needed. 

Sincerely, 

[Your Full Name]​
[Your Signature] (if a hard copy is being provided) 
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