[Company Logo]   [Company Name]
BEREAVEMENT LEAVE APPLICATION
	Date:
	[Date]



To,
[Reporting Manager]
[Department]
[Company Name]
Subject: Request for Bereavement Leave
Dear [Reporting Manager],
With deep sorrow, I inform you that my [relationship, e.g. father / mother / spouse / sibling], [Name of Deceased], passed away on [DD/MM/YYYY]. I need to be with my family at [Place] for the last rites and related ceremonies.
I request bereavement leave from [DD/MM/YYYY] to [DD/MM/YYYY]. If more time is needed for the ceremonies, I will inform you and apply for [earned leave / additional leave] as appropriate.
I have asked [Colleague Name] to handle urgent matters on [Task / Client]. I may not be reachable regularly during this period.
I will complete any formalities required by HR on my return. Thank you for your understanding.
Yours sincerely,

	______________________________
[Employee Name]
Employee ID: [Employee ID]
[Designation]


For Office Use
	Bereavement leave sanctioned
	[Number] days

	Other leave sanctioned
	[Number] days of [Leave Type]

	Submitted on behalf of employee by (if applicable)
	[Name]




	______________________________
Reporting Manager
[Reporting Manager]
Date: [Date]
	______________________________
HR
[HR Name]
Date: [Date]
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