
Urgent Piece of Work Application for
School/Office

1. Application for Urgent Piece of Work due to Family
Emergency

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

Subject: Application for Urgent Piece of Work due to Family Emergency

Respected Sir/Madam,

I, �Your Name], am a student of class/semester �Class/Semester details] in your
esteemed institution. I humbly request your kind permission to grant me leave
for �Number of days] days, from �Starting Date] to �Ending Date], as I need to
attend an urgent family emergency.

My presence is required at home to support my family during this difficult time,
as one of my close family members has been hospitalized due to unforeseen
circumstances. I assure you that I will make up for the loss of my studies and
any other assignments during my absence.

I kindly request you to understand the urgency of the situation and grant me
the necessary leave. I have already informed my class teacher/mentor about
the situation and have shared the details with them.

I shall be highly obliged for your kind consideration and support in this matter.

Yours sincerely,

�Your Name]
�Class/Semester details]
�Roll Number]
�Contact Number]
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2. Request Application for Urgent Work during
Office/School Closure

To,
The Principal/Manager,
�School/Office Name],
�School/Office Address],
�City]

Subject: Request Application for Urgent Work during Office/School Closure

Respected Sir/Madam,

I, �Your Name], working as a �Your Designation] at �School/Office Name],
hereby write this application to request permission to attend to some urgent
work during the ongoing office/school closure.

Due to unforeseen circumstances, I urgently need to travel to my hometown
located in �City Name] on �Date]. I assure you that I will complete all my
pending tasks and responsibilities before leaving and will be available for any
official communication or assistance through email or phone during my
absence.

I understand the importance of adhering to the closure guidelines, but the
urgency of the situation compels me to seek your kind approval for this
request. I assure you that I will take all necessary precautions, such as wearing
a mask and maintaining social distance, while traveling and during my stay in
my hometown.

I kindly request you to grant me permission to carry out this urgent work during
the office/school closure. I will resume my duties at �School/Office Name] as
soon as the situation is resolved.

Thank you for your understanding and consideration.

Yours sincerely,
�Your Name]
�Your Designation]
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�School/Office Name]
�Contact Details]

3. Application for Urgent Work with Prior Approval from
School/Office

To,
The Principal/Manager,
�School/Office Name],
�Address],
�City],

Subject: Application for Urgent Work with Prior Approval

Respected Sir/Madam,

I, �Your Name], a student/employee working in the �Class/Department] at your
esteemed institution/office, humbly request your permission to seek leave on
�Date] for urgent personal work. I understand that this is a crucial time for
academic/work commitments, and I assure you that I have planned my work in
such a manner that my absence will not impact my studies/work adversely.

I have informed my teachers/supervisors about my absence and have taken
measures to ensure that my responsibilities are duly covered during my
absence. I kindly request you to grant me permission for the same, considering
the urgency of the matter.

I sincerely hope that you will understand my situation and approve my leave
application. I shall be grateful for your kind consideration.

Thanking you in anticipation.

Yours faithfully,
�Your Name],
�Class/Department],
�Roll Number/Employee ID�,
�School/Office Name]
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4. Application for Urgent Work during Personal Crisis

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

Subject: Application for Urgent Work during Personal Crisis

Respected Sir/Madam,

I, �Your Name], am a student of Class �Your Class], Section �Your Section] at
�School Name]. I am writing this application to inform you that I am facing a
personal crisis that requires my immediate attention and presence at home.
Therefore, I kindly request your permission to grant me leave from �Start Date]
to �End Date].

I assure you that I will take responsibility for completing any missed
assignments and will coordinate with my teachers to ensure that I remain
up-to-date with the curriculum. I understand the importance of my education
and will make every effort not to let this temporary setback affect my academic
performance.

I request you to kindly consider my situation and grant me leave for �Number of
days] days. I shall be extremely grateful for your understanding and support
during this challenging time.

Thanking you in advance.

Yours sincerely,

�Your Name]
�Your Class and Section]
�Roll Number]
�Contact Number]

4

https://aspiringyouths.com/


5. Application for Urgent Piece of Work Due to Technical
Difficulties in School/Office

To,
The Principal/Manager,
�School/Office Name],
�Address],
�City],

Subject: Application for Urgent Piece of Work Due to Technical Difficulties

Respected Sir/Madam,

I, �Your Name], a student/employee of �Class/Department], kindly request a
one-day leave from school/office on �Date] due to technical difficulties at
home. My computer/laptop, which is essential for attending online
classes/completing office work, has encountered a critical hardware/software
issue that requires immediate attention and repair.

Considering the urgent nature of this issue, I have scheduled an appointment
with a technician on the same date, which demands my presence at home.
Moreover, the unavailability of my personal computer/laptop will make it
challenging for me to attend online classes/perform my official duties
effectively.

I assure you that I will make up for the missed lectures/work assignments on
my return and coordinate with my classmates/colleagues to ensure a smooth
transition.

I humbly request you to grant me leave for one day to resolve this technical
issue at the earliest. I apologize for any inconvenience this may cause and
appreciate your understanding in this matter.

Thanking you,

Yours sincerely,

�Your Name]
�Class/Department]
�Roll Number/Employee ID�
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�Contact Number/Email]
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