To
[The Recipient]
[Designation]
[Company Name]
Subject: Leave application for the death of my grandmother
Dear Sir,
I am sad to inform you that my grandmother has passed away early in the morning today. To attend her funeral service, I must go to my hometown which is in [state]. My family members have already reached there and I have to join them as soon as possible. For this reason, I request you to grant me leave from office work for three days. I will return on [date].
Being eldest grandson, I have major responsibilities on my shoulders regarding her burial. Moreover, I have to make arrangements for her funeral ceremony. My three days will be spent meeting guests and dealing with different arrangements. It is important for me to stay with my family members at this time of sorrow.
It is my humble request to you to approve my leave request on an urgent basis so that I could leave the office on time and reach my hometown as soon as possible. I know that three days is really a big gap for a great company like ours. Keeping it under consideration, I have requested Miss. Julia. She will look after my work in my absence. In case of emergency, I can also be approached through phone calls.  
Yours obediently,
XYZ
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