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Dear Sir,
This is to state that I would me moving out of town today afternoon and as I have an afternoon train to catch I request you to grant me permission of half day leave. I would not be working for a period of four days as I am going out of town to attend my cousins wedding.  I am thus writing this letter to you sir to kindly grant me half day C. L . I however assure to you that I will complete the project that has been assigned to me on time inspite of this leave.
I have been working in this company for the past five years and all these years have worked with dedication. Also as my leaves for this year has not been utilized so I am taking a four day off. Waiting for a positive reply from your side and hope you grant me permission soon.
Thanking You,
Yours truly,
_____________
Name and Signature

