
Leave Letter for Housewarming Ceremony - Sample Format

[Your Name]
[Your Address]
[City, State, Zip Code]
[Email Address]
[Phone Number]
[Date]

[Recipient's Name]
[Recipient's Address]
[City, State, Zip Code]

Subject: Leave Letter for Housewarming Ceremony

Dear [Recipient's Name],

I hope this letter finds you well. I am writing to inform you that I will be unable to attend work on
[date] due to a housewarming ceremony. As I am actively involved in the preparations and
hosting of the event, it requires my full attention and presence.

I understand the importance of my responsibilities at work and assure you that I will ensure a
smooth transition of my tasks. I have informed [colleague's name] about my absence and
provided necessary details to handle any urgent matters in my absence.

I plan to resume work on [date of return]. I appreciate your understanding in this matter and
would be happy to provide any additional information or assistance needed during my absence.

Thank you for your consideration.

Sincerely,

[Your Full Name]
[Your Signature - if sending a physical copy]


