Date: [DATE]
To
[The Recipient Name]
[Designation]
[Company Name]
[Address, City, STATE, Zip]
Subject: Request to come late to the office
Dear Sir,
My name is Hershel Gibbs and I am working as an assistant manager in your company. Through this letter, I want to forward my formal request to you to come late to the office for a period of one month. I am well aware of the fact that this is not an easy decision for you, but I am asking for such permission due to a problem I am facing nowadays.
The reason behind this is that my child has passed grade 5th examination in excellent marks. Now he has been promoted to grade 6th. His current school is located approximately 15 kilometers away from my home which is really a long distance for a child. Unfortunately, I have not been able to arrange for him a suitable transport yet. Also, I do not want to send him to school in public transport. If you give me one-hour relaxation in the morning timing of the office, I can drop him to his school in my own conveyance. For this purpose, I need your permission first. 
I, therefore, request you to give me one-hour relaxation in my office arrival timing and allow me to come late to the office so that I would drop my child to his school safely.
With this request, I assure you that my official working will not be affected due to late arrival. I will either stay for an extra hour after office timings or work till completion of my daily tasks, whatever possible. Your permission in this regard will be a great virtue from your side and I am thanking you in anticipation of this act of kindness.
Yours sincerely,
[XYZ]
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