Professional leave with task delegation

Subject: Leave Request for Sistera€™s Marriage

Dear [Manager's Name],

| wish to formally request leave from [start date] to [end date] due to my sistera&€™s upcoming
wedding. | have prepared a detailed handover of my current tasks to [colleagued€™s name] to
ensure continuity of work.

| will be reachable for urgent matters and will ensure that all pending work is managed before my
departure. Kindly grant me leave for this period.

Thank you,

[Your Name]

[Designation]

Get more templates here:

https://www.lettersandtemplates.com/letters/leave-letter-for-sister-marriage




