Date: [DATE]
To
[The Recipient Name]
[Designation]
[Company Name]
[Address, City, STATE, Zip]
Subject: Seeking relaxation in office hours
Dear Sir,
I, Stewart, working as accounts assistant in your company, am forwarding my formal request to you to allow me to come late to office on 15th of October, 20XX. I would never have asked you for such relaxation but the reason behind is that my child’s school is organizing a parent teacher meeting and I have also been invited to attend it. My wife’s health is not good so she cannot attend the said meeting. Therefore, I have no choice left but to attend the said meeting because I have to discuss with teacher some issued pertaining to my child’s studies.
It will take me approximately two hours in order to attend the meeting and reporting back to office. I will reach office at 10 a.m. instead of 8 a.m. I promise with you at the same time that my working on that day will not be affected and I will stay after office timings until my work is completed. If, during my absence on said date, any query arises regarding my work, I nominate Mr. Johnson and he will deal with my work in that case.
Keeping in view all the above-mentioned circumstances, I request you again to grant me permission to come late to the office on the said date. I shall be very thankful to you and waiting for your positive response.
Yours affectionately,
[XYZ]
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