Leave Application for One Day from Office
DATE: [dd/mm/yyyy]
[Your Name]
[Designation]
[Company Name]
[Address]
SUBJECT: Leave Application

Respected Sir/Madam [Name Here],

I am currently working as a financial analyst in the treasury department for the last 5 years. I am very famous for my hard work and commitment. As you know, we are approaching the year end and it is the most hectic time for all accountants, I was working overtime for the last couple of weeks. This work routine has made me fall sick. 

Therefore, I would request you to allow me a one day leave so that I can rest properly and come back to work with all my energy and enthusiasm. While I am on a leave, David will be covering for me. I will also be available for any urgent issues over call and email.

Many Thanks

Your sincerely,
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