From,
Date: _____ (Date on Which Letter is Written)
To,
Subject:  Permission Letter
Dear _____(Sir or Madam)
I Mr. ………(name of the sender) working as a ………………(designation of the sender) am writing this letter to you …………………………(name of the receievr0 to kindly grant me half day leave as I am moving out of station for a wedding of my relative, I would not be working for 4 working days and hence I want you to grant me persimmon for half day leave as well as four day off. I assure you my absence will not cause any hindrance to the ongoing project. Till then, hoping to get a positive reply from your side.
Yours Truly,
____________
[bookmark: _GoBack]Name of the person
Sign of the person

