[Your Name]
[Your Address]
[Email Address]

[Date]
[Recipient's Name]
[Recipient's Position]
[Company Name]
[Company Address]
Subject: Request for Leave of Absence 
Dear [Recipient's Name], 
I hope this message finds you well. I am writing to formally request a leave of absence from my position at [Company Name], beginning [Start Date] and ending [End Date]. The reason for this request is [briefly state your reason, e.g., personal matters, family obligations, medical reasons, etc.]. 
I have ensured that all my responsibilities are on track and will make every effort to facilitate a smooth transition during my absence. I am happy to [discuss delegation of tasks/train a backup/contact someone beforehand] if needed. Additionally, I am willing to assist with any last-minute preparations to ensure minimal disruption. 
If necessary, I would be glad to provide any documentation to support my request. Please feel free to contact me at [Your Phone Number] or [Your Email Address] should you need further clarification or details. 
Thank you for considering my request. I deeply appreciate your understanding and support. Please do not hesitate to reach out if there are any additional steps required to process this leave. 
Sincerely,

[Your Full Name]
[Your Job Title]
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