Leave Letter For Marriage Or Wedding

[Your Name]

[Your Address]

[City, State, ZIP Code]

[Email Address]

[Phone Number]

[Date]

[Recipient's Name]

[Recipient's Designation]

[Company/Organization Name]

[Company/Organization Address]

[City, State, ZIP Code]

Dear [Recipient's Name],

| am writing this letter to formally request a leave of absence from [Start Date] to [End Date] in order
to attend and participate in my [sibling's/family member's/friend’'s] wedding ceremony. The wedding
is scheduled to take place on [Date] in [Location]. | consider this event to be of great significance
and would like to be present to celebrate this joyous occasion with my loved ones.

During my absence, | will ensure that all my responsibilities and tasks are well-managed and
completed before | leave. | will also make arrangements for any urgent matters that may arise during
my absence, and | am willing to provide assistance remotely if needed.

| understand the importance of my role in the team and the impact my absence may have on
ongoing projects. | assure you that | am committed to ensuring a smooth transition during my leave
and will work diligently to minimize any disruptions.

| kindly request your approval for this leave of absence so that | can make the necessary
arrangements and inform the concerned parties well in advance. | will make sure to adhere to

company policies and procedures regarding leave requests.



Thank you for considering my request. | appreciate your understanding and support in this matter. If
you require any further information or need me to assist in preparing for my absence, please do not
hesitate to reach out to me.

| look forward to returning to work after the wedding festivities with renewed energy and focus.
Sincerely,

[Your Name]

[Your Employee ID]

[Your Signature - If submitting a printed copy]



