Date:
To
[The Recipient]
[Department Name]
[Designation]
Re. Excuse for Absence due to Birthday Celebration Dated [DATE]
Dear Sir, 
This letter pens down the request to grant me one day’s leave from work on account of a birthday celebration of mine. My birthday is going to be on [DATE], thus, I need a day off from work to celebrate my birthday.
My family and I plan to go to a picnic on the day and throw a night party on [DATE]. As this is going to be a family event, I am sad that I will not be able to invite any of my office colleagues or friends. To not forget my respected fellows and friends, I plan to have lunch on [DATE] for all my colleagues.
As you must understand that birthdays are one of the most special days of the year for a person, so it is for me. Please, accept my request for leave. I have to be on leave as it is almost unavoidable for me. Moreover, I have told Richard Jameson, the APA of the IT Wing to take care of anything related to the office managerial tasks. He will also be making important calls on the day for my replacement.
I hope you understand the necessity of the off day from work as it is my birthday and I want to spend this day with my family. For any urgency at work, please call me at +1-[X] as I will not be available at my email address for the said day. Thank you.
Regards
Andrew Lewis
OT Manager
STEL Arts Group
789-C, Floor 9, RC Tower, Peapack Road
New York City, NY, USA
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