
Family Event Leave Letter 
 

[Your Name]​
[Your Position/Title]​
[Department/Organization Name]​
[Company/School Address]​
[City, State, Zip Code]​
[Email Address]​
[Phone Number]​
[Date] 

[Supervisor's Name]​
[Supervisor's Position/Title]​
[Department/Organization Name]​
[Company/School Address]​
[City, State, Zip Code] 

Subject: Leave Request for Family Event 

Dear [Supervisor's Name], 

I trust this letter finds you well. I am writing to formally request leave to attend a family event 
scheduled for [Date]. The nature of this event holds deep personal significance, and I believe it 
is essential for me to be present. 

I have taken the necessary steps to ensure a seamless workflow during my absence. I have 
briefed [colleague's name or department] about ongoing projects and am committed to providing 
any necessary support or information to guarantee a smooth workflow during my leave. 

I am seeking your approval for a leave duration of [number of days] days, starting from [start 
date] to [end date]. I have attached details about the family event for your reference. 

I assure you that I will complete any pending tasks and coordinate with my team to ensure a 
smooth transition in my absence. Your understanding and approval of this leave request are 
crucial, and I appreciate your consideration. 

Thank you for your understanding. I look forward to your positive response. 

Sincerely, 

[Your Name]​
[Your Signature if sending a hard copy] 
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