
Format of leave application for office 

Sample 1: Format of leave application for taking a casual day off 

To: Manager 

Subject: Leave Application for Casual Day off 

Dear Manager,  

I want to apply for a casual day off tomorrow. I am feeling under the weather and want 
to take some time to rest. I understand that this may inconvenience you, and I 
apologize for any inconvenience that this may cause.  

 Please let me know if I can make up the work I miss.   

Thank you for your time,  

[Your name] 

Sample 2: Format of leave application for taking a vacation  

To,  

Manager  

Company name  

Date   

Subject: Leave application for vacation.  

Dear Manager,  

I am writing to apply for leave for vacation from (date) to (date). I would be grateful if 
you could grant me this leave as I have planned a trip with my family during this time. I 
will be back to work on (date). Thank you for your time and consideration.  

Sincerely, Your name. 

  

Sample 3: Format of leave application for taking annual leave 

The Manager, 

XYZ Company. 

Subject: Leave application for annual leave.  

Hello Sir/Ma'am,  



I am writing this letter to apply for the Annual Leave I am eligible for. I have worked with 
the company since (Date) and would like to utilize my leave entitlement.  

This will allow me to take some much-needed time off to relax and recharge. I am 
confident that I can return to work fresh and fully motivated.  

If you have any questions or concerns, please do not hesitate to contact me.  

I shall be grateful if you could grant me the leave and oblige.  

Thanking you in anticipation,  

(Your name) 

  

Sample 4: Format of leave application for taking maternity leave 

To: Manager  

Subject: Leave Application For Maternity  

Dear Manager,   

I am writing to apply for a leave of absence from work due to my pregnancy. I am due 
in late December and would like to take leave beginning in early November. I 
understand it is earlier than the standard maternity leave, but I would appreciate taking 
some time off before the baby is born.  

Please let me know if this is possible. I would be very grateful. Thank you for your time.  

Sincerely,  

[Your Name] 

Sample 5: Format of leave application for taking leave on the death of 
a family member 

To Whom It May Concern, 

Due to a family emergency, I will take a leave of absence from work. My mother passed 
away recently, and I need to take time to attend the funeral rites, process and grieve.  

I understand this is an inconvenience for the company, and I apologize for any trouble 
my absence may cause. If there is anything I can do to make up for the lost time or help 
with arrangements, please do not hesitate to let me know.  

I appreciate your understanding. 

  

Sincerely, 



[Your name] 

  

Sample 6: Format of leave application for taking half a day's leave 

To, 

The Manager,  

XYZ Company Ltd.  

Subject: Leave Application Half a Day   

Hello Sir/Madam,  

I want to take leave for half a day tomorrow. I apologize for the inconvenience caused.  

Thank you for your time and consideration.  

Sincerely,  

John Doe 

Sample 7: Format of leave application for taking leave due to illness of 
a family member  

To: Manager  

Subject: Leave of absence for a family emergency  

Dear Manager,  

I am writing to request a leave of absence for my mother, who is currently hospitalized. 
This is an unexpected family emergency, and I will not be able to come to work 
indefinitely.  

If there is any paperwork I need to fill out or if you need more information from me, 
please do not hesitate to contact me. I appreciate your understanding in this difficult 
time.  

Sincerely,  

[Your Name] 

  

Sample 8: Format of leave application for taking leave due to own 
marriage 

(Download formats (4 samples) 



To,  

The Manager,  

XYZ Company.  

Subject: Leave Application Due to Own Marriage.  

Dear Manager,  

I would like to take leave from work on the following dates for my marriage.  

Date - 1st July to 10th July. Please grant me this leave as I cannot attend the office due 
to personal commitments. Thank you for your time and consideration.  

Sincerely,  

NAME SURNAME  

Sample 9: Format of leave application for taking leave due to 
Paternity  

To  

HR Manager, 

Subject: Leave application for Paternity  

I am writing to apply for leave from work for the upcoming weeks following the birth of 
my child.  

This will be my first time as a father, and I would like to be able to spend time with my 
new family.  

I will keep in touch with my Manager regularly and update her about the situation. In 
case of any emergency, I can be reached on the number provided below.  

I understand this may inconvenience you, and I apologize for any trouble this may 
cause. 

Thank you for your time and consideration.  

Sincerely,  

Your name 

  

 


