
Christmas Holiday Leave Application Format for Personal
Reasons

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

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

Subject: Christmas Holiday Leave Application for Personal Reasons

Dear [Supervisor's Name/Manager's Name],

I hope this email finds you well. I am writing to request leave from work for the Christmas
holiday period for personal reasons.

The Christmas season holds significant importance for me, and I would like to take this
opportunity to spend quality time with my family and loved ones. Therefore, I kindly request
leave from [start date] to [end date] to fully engage in the holiday celebrations and bond with my
family.

During my absence, I will ensure that all pending tasks are completed or delegated
appropriately to ensure continuity in our operations. I understand the importance of maintaining
productivity and meeting deadlines, and I am committed to ensuring a smooth transition before
my leave begins.

I appreciate your understanding and support in considering my request. If there are any
additional steps or documentation required, please let me know, and I will provide them
promptly.

Thank you for your attention to this matter. I look forward to your favorable response.

Warm regards,

[Your Name]




