Respected Sir,

I, Tim Black, the Junior Office manager am writing to request you to kindly grant me my annual leave from work. Sir, I have taken 3 paid leaves from my total quota of 15 this year and would thus like to avail the remaining 12 days of leave to go for a family vacation with my wife and children.

I would like to inform you that all office projects and orders for this quarter have been completed and I have assigned the day to day duties to the respective departments for the 12 days that I shall be on leave, if approved. I request you to grant me leave from 15th May to 26th May. I shall join back the office on 27th May and during my period of leave; I will be in touch over the phone and mail, if my need is felt.

I hope that you will consider my request and take a decision soon so that I can complete the remaining tasks before 15th of May.

Thanking you

