[bookmark: _GoBack]From,
__________
__________
__________
__________
Date: _____ (Date on Which Letter is Written)
To,
__________
__________
__________
__________
Subject:  Request to Proceed on Leave
Dear Sir,
I am performing the duties of ………………………………… (your appointment) in your organisation. It gives me immense pleasure to inform you that the marriage of my brother has been fixed. In order to attend the marriage and other related ceremonies I would request that I may kindly be granted ………..(number of days) days of leave from …………….(date from) to ……………..(date to).
…………………………. (name of reliever)  has consented to look after my duties in addition to his duties for the period of my absence. I affirm that any task pending on my arrival would be completed by me at the earliest. I would be grateful to you for accepting my request for leave.
Thanking You
Yours truly,
__________
Name and Signature

