[bookmark: _GoBack]Dear Mrs. Walker,
RE: Leave Letter for Marriage
I am writing to inform you that I intend to get married on March 15, 2011.
Hence, I would like to request leave for ten days given my coming marriage. I would like to take March 10 to March 19, 2011, to prepare for my marriage and honeymoon.
I have discussed this leave request with my superior, Mr. George Michaels who is agreeable to my leave verbally. It is agreed that I shall complete all my responsibilities before I go on leave. If there are any urgent responsibilities during my leave, it will be assigned to other team members.
I hope to receive a favorable response from you quickly so that I can proceed with my marriage plans.
Thank you for your kind cooperation.
Yours Sincerely,

