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[bookmark: _GoBack]REQUEST LETTER TO BE SUBMITTED BY EMPLOYEE FOR GRANT OF PERMISSION FOR LEAVE
To: 
The Principal,
Apex College, Makrana
Subject: Leave Request
Respected Sir,
I am [Your Name], working as [Your Designation] in the [Department Name]. I request leave from [Start Date] to [End Date] (total [Number of Days] days) due to [Reason for Leave].
Kindly grant me leave for the mentioned period. I will ensure that my responsibilities are managed during my absence.
Thanking you.
Sincerely,
[Your Name]
Department: __________
Contact: ____________
Date: ___ / ___ / 20___

