
Application for 3 Days Leave for Attending
Marriage

1. Application for Leave Due to Travel for a Family
Wedding

To,
The Principal/Manager,
�Name of the Institution/Organization],
�City Name]

Subject: Application for Leave Due to Family Wedding

Respected Sir/Madam,

I am writing this letter to inform you that I will not be able to attend
school/office from [start date] to [end date] as I will be travelling out of town to
attend a family wedding.

The wedding is of my close relative and it is a significant event for our family. It
is taking place in [city name] which is quite a distance from our city, hence
requiring me to travel and stay there for some days.

I understand that my absence might cause some inconvenience but I assure
you that I have taken the necessary steps to ensure my responsibilities are
covered during my absence. If it is about school, I will collect all the homework
and classwork from my classmates. If it is about office, I have briefed my
colleague, [colleague's name], who will handle my responsibilities during this
period.

I kindly request you to grant me leave for the aforementioned days. I will be
grateful for your understanding and support in this personal matter. I assure
you that I will resume my work/school with full dedication from [date of return]
onwards.

Thank you for considering my application.

Yours sincerely,
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�Your Name]
�Your Position - Student/Job Title]
�Your Roll No./Employee ID� (if applicable)
�Date]

2. Application Requesting Time off for Best Friend's
Marriage

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

Subject: Request for Leave of Absence

Dear Sir/Madam,

I hope this letter finds you in good health. I am writing to request your kind
approval for a leave of absence. I am scheduled to be away from �Start Date] to
�End Date], a total of [# of days] days.

The reason for my request is that my best friend is getting married in our
hometown, and I have been given the honor of being an integral part of the
wedding. This is a joyous occasion and a significant event for me. As you might
know, Indian weddings are grand celebrations that last for several days, filled
with various ceremonies and traditions. My presence there is not only expected
but also essential.

I understand the responsibilities of my role at �Company Name] and have taken
steps to ensure that my absence causes minimal disruption. I have briefed my
team and delegated my tasks to them accordingly for the period I will be away.

I am confident that my team can handle the situation efficiently, and I will make
sure to check my emails periodically in case of emergencies. I assure you that I
will catch up with the pending work as soon as I return.
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Kindly consider my request and grant me the necessary leaves. This will allow
me to partake in my best friend's wedding fully and return to work with
renewed vigor and energy.

Thank you for your understanding and support. I am looking forward to your
positive response.

Yours sincerely,
�Your Name],
�Your Position],
�Your Contact Information]

3. Application for Short Leave for Brother's Marriage
Preparations

To,
The �Position],
�Recipient's Name],
�Company's Name],
�Company's Address],

Subject: Application for Short Leave for My Brother's Marriage Preparations

Respected Sir/Madam,

I, �Your Name], currently serving in the position of �Your Position] in our
esteemed organization, am writing this letter to request a short leave of
absence. The reason for my request is the forthcoming marriage of my younger
brother, which is scheduled to take place on �Date].

In our culture, the preparation for such auspicious events is often
time-consuming, requiring the involvement of all close family members. As the
elder sibling, it is my responsibility to ensure the smooth running of all the
arrangements leading up to the wedding day. It is for this reason that I kindly
request your permission to take �Number of Days] days leave from �Start Date]
to �End Date].
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I assure you that I have delegated my tasks and responsibilities to �Colleague's
Name] during my absence, ensuring that my leave will not adversely affect our
team's productivity.

I apologize for any inconvenience my absence may cause and am grateful for
your understanding of this personal matter. I look forward to your positive
response to my request.

Thank you for your consideration.

Yours sincerely,

�Your Name]
�Your Position]
�Your Contact Information]
�Date]

4. Application for Absence to Perform Duties as a
Bridesmaid

To,
�Recipient's Name],
�Recipient's Position],
�Recipient's Address],

Subject: Application for Absence to Perform Duties as a Bridesmaid

Respected Sir/Madam,

I, �Your Name], serving as �Your Position] in your esteemed organization, am
writing this letter to inform you about a significant personal event. I have been
chosen to perform the role of a bridesmaid at my cousin's wedding ceremony,
which is an integral part of our Indian culture. The ceremony is scheduled to
take place on �Wedding Date].

Considering the importance of this event, I respectfully request you to grant me
leave from �Start Date] to �End Date]. This time will allow me to adequately
prepare for the ceremony and partake in all the necessary rituals that are
significant to our family.
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I understand the responsibilities I hold towards my work and I assure you that
my duties shall not be affected. I will ensure all my tasks are up to date and any
pending work will be completed before my departure. If required, I am more
than willing to provide additional support or assistance during my absence.

I am hopeful for your kind understanding of this situation and look forward to
your positive response. I deeply appreciate your consideration of my request.

Thank you for your attention to this matter.

Yours sincerely,
�Your Name]
�Your Position]
�Your Contact Information]

5. Application for Leave to Attend Cousin's Destination
Wedding

To,
�Your Superior's Name],
�Your Superior's Position],
�Your Company Name],
�Company Address],

Subject: Application for Leave to Attend Cousin's Destination Wedding

Respected Sir/Madam,

I hope this letter finds you in good health and high spirits. I am writing to
formally request your permission to avail leave from [leave start date] to [leave
end date], as I need to attend my cousin's destination wedding in �Location of
the wedding].

Indian weddings, as you are aware, are significant family occasions, and this
particular one is extremely special to me since it involves a very close family
member. The wedding will take place over a course of few days, followed by a
reception. Considering the travel time and the events, I would require [number
of days] days of leave.
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I understand that my absence might cause some inconvenience, but I assure
you that I have delegated my responsibilities to [colleague's name], who is
competent and well-acquainted with the ongoing projects. He/She has kindly
agreed to oversee my duties during this period. I will also ensure that I am
reachable over email or phone for any urgent matters.

I will make sure to complete all pending tasks before my departure and also
catch up quickly on my return. I request your understanding and kindly ask for
your approval for this leave application.

Thank you for considering my request. I am looking forward to your positive
response.

Yours Sincerely,

�Your Name],
�Your Position],
�Your Employee ID�,
�Date]
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