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Respected Mr. /Ms. Last Name:

Re: Permission Letter for Leave

In pursuance of the deliberations we had yesterday with regards to ____________ (specify the exact problem that has necessitated the need for the leave), I hereby ask you to allow me to be absent from work from _____________ (mm/dd/yyyy) to _________________ (mm/dd/yyyy), a period that is roughly __________________ (specify the total duration off time).

It is my hope that the issue shall be sorted out within that timeframe to allow me to resume duty on _______________ (mm/dd/yyyy). I am way too familiar with the fact that my departure shall impact your productivity adversely.

To help with stemming the tide, I offer to help with the transition. Just let me know what I may do in the meantime to help with that.

The chances are that you will require additional pieces of information to be able to arrive at a fairer conclusion. I am more than ready and willing to offer the same. Reach me on XXX-XXX-XXXX for urgent issues.
Let me take this opportunity to thank you in advance for the support and cooperation you undoubtedly shall give me.

Respectfully Yours,
Signature (hard copy letter)
FirstName LastName
