To
[The Recipient]
[Designation]
[Company Name]
Subject: Leave application for uncle death
Dear Sir,
I am sadly informing you through this letter about the sudden death of my uncle due to a brain hemorrhage last night. This is a great loss for us and at this moment, I need to be with my family. He is no more with us, and this is causing too much pain. Therefore, I request you to grant me three days' leave from 28th to 30th of June because I need to attend his funeral prayer, and burial in my hometown.
You know that in this type of situation I cannot concentrate on my work and complete it within the specified time. Keeping in view the situation, please sanction my leave on an urgent basis so that I would participate in my uncle’s funeral services.
I hope you will entertain my request at your earliest because I will leave for the airport thereafter. Thank you in anticipation for this act of kindness.
Sincerely,
Anderson
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