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Leave Request
To: Recipient Name
From: Your Name
Dear Sir,
[bookmark: _Hlk502579878]I am currently working as the assistant manager accounts in the finance department. I have been very diligent about my tasks and avoid taking any unnecessary days off from work. However, I would request you to grant me a casual leave for 1 day. I need to attend my children’s parents’ teacher meeting which is important for the upbringing of my children.
I have attended to any urgent work and delegated the important tasks to my team members. I will be back at work on xx-xx-xx and can be reached over call/email should need be. I would really appreciate your support in this matter.
With Thanks
[bookmark: _GoBack]
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