Leave Of Absence Letter For Family Reasons

[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],

| hope this letter finds you well. I am writing to formally request a leave of absence from my duties at
[Company/Organization Name] for a period of [start date] to [end date]. The reason for my
requested leave is due to unforeseen family circumstances that require my immediate attention and
presence.

During this period, | will need to provide care and support to a family member who is facing [briefly
explain the family circumstances, such as illness, medical treatment, or any other relevant details]. |
understand the importance of my role within the team and the responsibilities entrusted to me, and |
assure you that | will do everything possible to minimize any disruptions that may arise from my
temporary absence.

| am committed to ensuring a smooth transition during my absence by completing pending tasks,
delegating responsibilities to colleagues, and providing any necessary guidance to ensure the
continued progress of ongoing projects. | will also be reachable via email or phone for any urgent

matters that may require my input.



| kindly request that you consider granting me the leave of absence from [start date] to [end date]. |
will make every effort to complete any necessary paperwork or fulfill any requirements needed for
this leave. If any additional documentation or medical certificates are required, please let me know,
and | will promptly provide them.

| understand the importance of maintaining open communication, and | will keep you updated on my
availability and any changes in the situation that may impact my return date. If the circumstances
allow, | am open to adjusting the duration of my leave or returning earlier if possible.

| am truly grateful for your understanding and support during this challenging time. | value my role
within the organization and look forward to resuming my responsibilities upon my return. Thank you
for considering my request, and | will be awaiting your response.

Sincerely,

[Your Full Name]

[Your Employee ID, if applicable]



