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Subject: Your Name – Permission Letter for Leave


Dear Mr. /Ms. Last Name:

I am your bona fide employee who serves as support staff for your company. My daughter Malia Anderson has been suffering from some serious illnesses of late. Owing to the persistent nature of the illness, I have been forced to take leave from work to attend to her fully.

I plan to cease from coming to work from January 20th, 2020, to around January 27th, 2020. This shall span roughly a week. If all goes well, I plan to resume work on January 28th, 2020. In case I need more time, I shall communicate the same in advance for your consideration.

To help in mitigating the inconveniences and loss of productivity that my absence is bound to inflict on your company, I offer myself to aid with the transition. With this regard, I shall work longer for no extra pay.

Kindly give my request serious consideration and many thanks for your support in advance.

Sincerely,
Your name

