To
[The Recipient]
[Designation]
[Company Name]
Dear [Name],
I am writing this letter to inform you that my uncle passed away last night due to a sudden heart attack. He was a nice person and the news of his death hit me like a bullet. I remained very close to him throughout his entire life. Now I must attend the funeral ceremony of my uncle. Currently, I want nothing but to see my uncle’s face for the last time. Please grant me leave for two days from [date] to [date] for this purpose.
His death is a great loss for my family. Moreover, my cousins are not able to handle all the related matters such as burial and funeral arrangements. Therefore, I need to be there as soon as possible. I request you to approve my leave request on an urgent basis. I assure you that my absence will not affect the timely completion of my office assignments. My tasks will be done within the specified time frame.
I hope you will understand my situation and keeping in view the problem, you will entertain my request. Please be assured that I shall return on said date. Thank you in anticipation for your kindness.  
Sincerely,
Anderson
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