Marriage Or Wedding Leave Letter Format For Office

[Your Name]

[Your Address]

[City, State, ZIP Code]

[Your Email Address]

[Your Phone Number]

[Today's Date]

[Employer's Name]

[Company Name]

[Company Address]

[City, State, ZIP Code]

Subject: Request for Marriage/Wedding Leave

Dear [Employer's Name],

| hope this letter finds you well. | am writing to formally request a leave of absence from work in
order to attend my wedding/marriage ceremony. The event is scheduled to take place on [wedding
date] at [wedding venue/location].

| understand the importance of my responsibilities at [Company Name] and assure you that | have
made arrangements to ensure a smooth transition of my work during my absence. | will complete all
pending tasks and delegate my ongoing projects to [colleague's name] or any other suitable
colleague who can handle them during my leave.

| intend to be on leave from [starting date] to [ending date]. | believe this period of leave will be
sufficient to cover the wedding ceremony and any essential post-wedding activities that may arise.
During my absence, | will ensure that | am reachable in case of any emergencies that may require
my attention. My contact information will be readily available to my colleagues if they need to reach
me for any urgent matters related to work.

| am committed to fulfilling my responsibilities to the best of my ability before and after my leave, and



| will strive to ensure a seamless workflow during my absence. | am more than willing to discuss any
further steps or preparations needed to ensure the smooth running of my projects during this period.
| kindly request you to grant me the necessary time off for this significant life event. | assure you that
| will resume my duties promptly on [returning date] and will make every effort to complete any
pending tasks efficiently.

Thank you for considering my request. | am grateful for the support and understanding of [Company
Name] towards its employees.

If there is any additional documentation required or any other formalities to be completed for the
approval of this leave request, please let me know, and | will be happy to provide it promptly.
Looking forward to your positive response.

Sincerely,

[Your Name] (signature if a physical letter)

[Your Name] (printed if a physical letter)



