Sample of a leave Application letter
Subject: Application of leave for 10 days
Sir,
I wish to apply for 10 working days leave from the 15th of August 2013 till the end of the month (15th – 30th August 2013) as I am going on a family vacation.
I would like to have your approval on my leave of 10 days. All my responsibilities and the outstanding work will be taken care of by me, before I leave.
Looking forward to a positive reply at the earliest!
Thanking you.
Your's sincerely,
Ramesh Iyer.
Content Manager.
