
Leave Request for Visiting Native Village

[Your Name]
[Your Address]
[City, State, ZIP Code]
[Date]

[Recipient's Name]
[Recipient's Position, if applicable]
[Company/School Name, if applicable]
[Company/School Address]
[City, State, ZIP Code]

Subject: Leave Application for Visiting Native Village

Dear [Recipient's Name],

I trust this message finds you well. I am writing to formally request a [number of days] leave of
absence from [start date] to [end date] for the purpose of visiting my native village.

[Optionally, provide a brief reason for your visit, such as a family gathering, cultural event, or
personal commitment.]

During my absence, I will make arrangements to ensure that my responsibilities are covered. I
will coordinate with [colleague's name or department] to delegate tasks and provide any
necessary information for the smooth operation of ongoing projects.

I understand the importance of my duties at [workplace or school name] and assure you that I
will complete any pending work before my departure. I will also make myself available for any
urgent matters via email or phone.

I have attached my travel itinerary and contact details for your reference.

I appreciate your understanding and cooperation in considering this leave request. If there are
any specific procedures or requirements I need to follow, please let me know.

Thank you for your consideration.

Warm regards,

[Your Name]


