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Dear Mr. /Ms. Last Name:

Your organization duly employs me. My employment ID is ACX2657. Like any other worker, I would also wish to scale the corporate ladder, grow career-wise and definitely, earn more. To be able to achieve these, I saw it necessary to enroll in an MBA program.

The classes start at 3:00 Pm and end at 7:00 PM. According to the employment contract I signed before commencing to work for you, I am supposed to leave work no earlier than 5:00 PM each workday.
As you can see, I cannot work for you and minister to my studies at the same time. It is against this backdrop that I implore you to allow me to leave the office at 2:00 PM. This one hour is to give me sufficient time to commute to the classes.


I understand that my premature departure will no doubt impact on the productivity of your firm adversely. I have already spoken to my colleague to step in for me until I come back. That way, all the work will still be done normally.


Just in case you are uncomfortable with that arrangement, kindly let me know. For any urgent matters, reach me on 216-675-9988.



Hoping for the very best,

Sincerely,

Your name


