[Company Name]
[Address, City, STATE, Zip]
[Contact]
[Website]
Date:
Subject: Utilizing company vehicle for personal work
Dear Sir,
I, Robert, working as a manager in your organization, ask for your permission to use the company vehicle for personal uses through this letter.
[bookmark: _GoBack]I know this thing very well and I am well aware of this fact that company vehicle is meant for the accomplishment of official tasks only and I would never have asked you for such favor but I have sent my personal vehicle to the workshop for maintenance purposes. They told me that it will take a week to get the vehicle in the right form. Respected Sir, this is a very long period for a person like me, who performs most of his tasks on his personal vehicle. So, this is the main reason behind my request.
Since I am working here for the last ten years and throughout this period, I had never given you any chance of complaint. My colleagues and subordinates here in this office are well aware of my loyalty to this company and they can verify it too if you ask them. Considering this thing, you can have trust in me.
Keeping in view all the above-mentioned circumstances I request you to grant me permission for the above-mentioned purpose. I am waiting for your positive reply.
Yours sincerely,
[XYZ]
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