
Half Day Leave Application for Office

1. Half Day Leave Application for Office Due to
Unexpected Circumstances

To,
The Manager,
�Company Name],
�Company Address]

Subject: Half Day Leave Application Due to Unexpected Circumstances

Respected Sir/Madam,

I am writing to inform you that I will require a half-day leave today, �Date], due
to unexpected personal circumstances that require my immediate attention. I
have tried my best to manage the situation, but it is crucial for me to be present
at home to resolve the matter.

I assure you that I have completed my tasks for the day and have also briefed
my teammates about my absence during the second half of the day. I will be
available via phone and email in case of any urgent queries or assistance
required.

I kindly request you to grant me half-day leave for today. I apologize for any
inconvenience this may cause and appreciate your understanding in this
matter.

Thanking you.

Yours sincerely,

�Your Name]
�Designation]
�Department]
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2. Half Day Leave Application for Pressing Professional
Commitments

To,
The Principal,
�Name of School/College/Institute],
�Address],
�City], �State], �Pin Code]

Subject: Half Day Leave Application for Pressing Professional Commitments

Respected Sir/Madam,

I, �Your Name], working as a �Your Designation] at �Name of
School/College/Institute], would like to apply for a half-day leave on �Date] due
to pressing professional commitments that demand my immediate attention.

As I have to attend an important meeting with �Authority/Department] in the
afternoon, it is indispensable for me to be present there. Unfortunately, I am
unable to reschedule this meeting as it involves multiple stakeholders and has
been planned well in advance.

I assure you that I have made all the necessary arrangements to cover my
absence during the second half of the day. �Alternate Teacher/Colleague's
Name] has kindly agreed to take care of my classes and responsibilities during
this period.

I kindly request you to grant me half-day leave on �Date]. I am confident that
my absence will not cause any inconvenience to the students or the institution.
If required, I am ready to compensate for the missed hours by staying back
after regular working hours on another day.

Thanking you in advance for your understanding and support.

Yours sincerely,

�Your Name]
�Your Designation]
�Contact Details]
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3. Half Day Leave Application for Discreet Personal
Matters

To,
The Principal,
�Name of the School/Institute],
�Address],
�City], �Pincode]

Subject: Half Day Leave Application for Discreet Personal Matters

Respected Sir/Madam,

I, �Your Name], a student of class �Your Class/Grade] in your esteemed
institution, humbly request your kind consideration to grant me half-day leave
on �Date]. I need to attend to some discreet personal matters that require my
immediate attention and cannot be postponed.

I assure you that my absence for half a day will not affect my academic
performance and I will compensate for the missed classes by taking notes from
my classmates and studying diligently.

I sincerely hope that you will understand my situation and kindly grant me the
requested leave.

Thanking you in anticipation.

Yours faithfully,
�Your Name]
Class: �Your Class/Grade]
Roll Number: �Your Roll Number]
Date: �Date of Submission]

4. Half Day Leave Application to Attend a Cherished
Family Gathering

To,
The Principal,
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�School / College Name],
�Address],
�City], �Date]

Subject: Half Day Leave Application to Attend a Cherished Family Gathering

Respected Sir/Madam,

I, �Your Name], a student of �Class / Grade / Stream] in your esteemed
institution, humbly request for a half day leave on �Date of Leave] to attend a
cherished family gathering.

This occasion holds great importance for my family, as all our relatives will be
gathering after several years. My presence is crucial as I have certain
responsibilities to fulfill during this event. I assure you that I will complete any
pending assignments and make up for any missed lessons.

I kindly request you to grant me half day leave on �Date of Leave] and oblige.

Thanking you in anticipation.

Yours sincerely,
�Your Name],
�Class / Grade / Stream],
�Roll Number / Admission Number],
�School / College Name]

5. Half Day Leave Application for Essential Medical
Appointments

To,
The Principal,
�School/College Name],
�Address],
�City], �State],
�Date]

Subject: Half Day Leave Application for Essential Medical Appointments
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Respected Sir/Madam,

I, �Your Name], a student of class �Your Class] in your esteemed institution, am
writing this application to kindly request a half day leave on �Date of Leave] due
to an essential medical appointment.

I have a crucial appointment with my doctor on the aforementioned date, which
I cannot afford to miss as it concerns my health. The appointment is scheduled
for �Time of Appointment], so I would need to leave the school/college
premises by �Time you need to leave].

I assure you that I will make up for any missed assignments or coursework as
soon as I return to the class, and will ensure that this absence does not hamper
my academic progress.

Kindly grant me permission to avail half day leave on �Date of Leave] to attend
this essential medical appointment. I will be grateful for your understanding and
support.

Thanking you in advance.

Yours sincerely,
�Your Name],
�Your Class],
�Roll Number],
�Contact Number]
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