


To
[The Recipient]
[Designation]
[Company Name]
We have received your application for leave for an end-of-year vacation with your family. We are glad to inform you that your application has been approved. The company shall grant you one month's leave from 10th November 20XX till 10th December 20XX. 
You have been a hardworking and dedicated employee of this company and have worked with commitment and zeal on all the projects assigned to you. Keeping that in mind, we have decided to pay you a full salary for this month so you can spend time with your family without worrying about the finances.
We expect you to join back by 11th December and notify us in case there is an emergency, and you are unable to join the office by the given time. We also wish to inform you that the paid leave will apply only for the period of one month, after which the salary will be deducted as per company policy. You will have a period of one week to join back before your contract is suspended. 
We have handed over your responsibilities to Ms. Katherine Bailey during this time. Please coordinate with her and explain the tasks to her so the company operations are not interrupted. Please provide an emergency contact number for us to stay in touch in case there is a contingency. We wish you all the best and hope to see you back soon.
Regards,
Office management.
Date:
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