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



To,
[Reporting Manager]
[Designation]
[Department]
[Company Name], [Work Location]
Subject: Application for Casual Leave on [DD/MM/YYYY] [to DD/MM/YYYY]
Dear Sir / Madam,
I request casual leave for [Number] day(s) on [DD/MM/YYYY] [to DD/MM/YYYY] to attend to [a personal matter / a family function / documentation work at a government office].
I have completed or handed over my pending work as follows:
1. [Task / Report] – completed and shared on [Date]
1. [Task / Client follow-up] – handed over to [Colleague Name]
1. Any urgent query can be directed to me on [Mobile Number] between [Time] and [Time].
My current casual leave balance is [Number] days. I will report for duty on [DD/MM/YYYY].
Kindly grant me the leave. Thank you.
Yours faithfully,

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


For Office Use
	Casual leave sanctioned
	[ ] Yes  [ ] No

	Days debited
	[Number]

	Balance after debit
	[Number]




	______________________________
Reporting Manager
[Reporting Manager]
Date: [Date]
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