


Date:
To:
Name of the employee:
From:
Name of the company
Subject: leave balance letter
Dear Mr. ABC,
Following are the details of the leaves you have been sanctioned in the annual year 2021.
	Date on which leave was requested
	Date on which leave was sanctioned
	Purpose of the leave

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 


Total number of annual leaves: ________________
Total number of leaves taken: _____________
Remaining leaves: ________________
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