Leave Application for an Important Work

	To:	Recipient Name
	From:	Your Name

	cc:	Name
	Date:	Date
	Subject:
	One Day Leave for an Important Work


Respected sir,
This is to inform you that I will not be able to come to office today due to some personal work at home. I request you to grant me one day leave dated November 23, 2019.
I have contacted Harry to handover you the files that I have completed the work on. The minor changes that you wanted me to do in Lisa's file have been done. You can call me freely if you want anything to know from me.
Thanks
Your sincerely
[Name Here]
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