
Leave Request Letter for Special Occasion

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

[Supervisor's Name]
[Your Company]
[Company Address]
[City, State, Zip Code]

Subject: Leave Request for Special Occasion

Dear [Supervisor's Name],

I trust this letter finds you well. I am writing to request your approval for a leave of absence from
work on [specific date] due to a special occasion that requires my presence and participation.

The special occasion holds great significance for me and my family, and it is an event that I
would like to celebrate and share with my loved ones. I am seeking your understanding and
support for a one-day leave on [date].

I understand the responsibilities associated with my role, and I assure you that I will ensure all
my tasks are up to date before my absence. I am willing to coordinate with a colleague to
handle any urgent matters that may arise during my leave.

I have communicated with my team, and they are supportive of my plan to ensure minimal
disruption during my brief absence. I am committed to making any necessary arrangements to
maintain the efficiency of our projects.

I kindly request your approval for this leave and assure you that I will resume work promptly on
[next working day]. I am available to discuss this further and provide any additional information
you may require.

Thank you for considering my request. Your understanding and support in this matter are highly
appreciated.

Sincerely,



[Your Name]
[Your Position]
[Your Employee ID]


