Leave Application Formats

1. Leave application for school (student / parent)

To
The Principal
School,

Date:
Subject: Application for ___ days leave

Respected Sir/Madam,

Iam , astudent of Class ____Section ___ (Roll No. ___) of your school. I will not be
able to attend school from to due to . Kindly grant me
leave for these ____ days. I will complete the missed work.

Thanking you.

Yours obediently,
Name: Parent's signature:

2. Leave application for office

To
The Manager / HR

(Company / Office name)

Date:

Subject: Request for ___days leave from to

Dear Sir/Madam,

I request leave for working days from to because of

. I have handed over my pending work to

and will be

reachable on in case of urgency. Kindly approve my leave.

Yours sincerely,
Name: Employee ID: Designation:
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