[Your full name]
[Designation], [Department] · [Employee code]
Ref: [Leave type] application
Date: [Date of the application]
[Manager's name]
[Designation]
[Company name]
Subject: Leave application
Dear [Name],
I request [leave type] for [number] days, from [first day] to [last day], for the reason below.
Leave requested
	Leave type
	[Casual / Sick / Earned / Half day / Other]

	Dates
	[First day] to [last day]

	Days counted
	[Number]; [weekly offs and holidays inside the dates, counted or not as the policy says]

	Reason
	[One line; for sick leave, 'unwell' is enough]

	Balance before and after
	[Days] before, [days] after

	Cover while away
	[Colleague's name]; [work handed over]

	Reachable on
	[Phone, for urgent questions only / Not reachable]



I will update the status of my work before I leave and hand over anything due on these days.
Yours sincerely,
[Your full name]
[Employee code]
Manager's decision
[Approved / Not approved, with the reason], on [date].
Manager's signature: ______________________________
Name: ______________________________
Date: ______________________________
