To
[The Recipient]
[Designation]
[Company Name]
Subject: Leave application for the death of [X]
Dear Sir,
I just heard the sad news of my grandmother's death after a short illness early in the morning. It was a shock for me as I was not expecting this kind of incident. During this time of sorrow, I am supposed to be with my family members who have already reached my hometown. I am looking forward to accompanying them during her funeral ceremony and burial. For these reasons, I am unable to attend the office for routine work. Therefore, it is my humble request to you to grant me leave for two days.
I assure you to return on [date] as promised. During my absence, I have requested Mr. Johnson to look after my work such as client dealing and file work.  
I hope you will consider my request and approve my two days' leave.  In case of any emergency, I may be approached through email or phone call. Thanking you in anticipation.
Yours obediently,
XYZ
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