
Mr. Rithul Darsha
2nd Cross Road, Babulnath
Mumbai 400 007
October 1, 20XX
Ms. Ajita Gopinath
President
Best Company
Malad (West), Mumbai 400064
Dear Ms. Gopinath,
I hereby request a leave of absence on November 10 since I will be sending-off my wife who will be going abroad for two years. She will be taking graduate studies abroad and I will be going to the airport with our children to see her off. I know that this is a personal reason but I hope that I know that I am allowed to have a leave of absence based on my contract with the company.
I have already informed my superior about my request for a leave of absence and he sees no problem with our work or schedules in November. Rest assured that I will ensure my work will not be affected by the leave of absence and that I will finish the tasks assigned to me. I will be working overtime prior to the said date to get my work done on time.
Thank you and I hope for your approval.
Respectfully,
Mr. Rithul Darsha


