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



To,
[Reporting Manager]
[Department]
[Company Name]
Subject: Emergency Leave from [DD/MM/YYYY]
Dear [Reporting Manager],
As informed to you by [phone call / WhatsApp message / email] on [DD/MM/YYYY] at [Time], I had to leave [office / my shift] urgently due to [a medical emergency in my family / an accident involving a family member / an emergency at home].
I request emergency leave from [DD/MM/YYYY] to [DD/MM/YYYY], a total of [Number] days, to be adjusted against my [casual / earned] leave balance. If the situation requires more time, I will inform you before [Date] and apply for an extension.
Status of urgent work:
1. [Task 1] – handed to [Colleague Name] by phone on [Date]
1. [Task 2] – on hold; due date [Date] may need to move
1. My laptop / files are available at [Location] if needed
I apologise for the short notice and thank you for your understanding. I am reachable on [Mobile Number].
Yours sincerely,

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


Regularisation
	Intimation received on
	[DD/MM/YYYY] at [Time]

	Leave regularised as
	[Leave Type] for [Number] days

	Remarks
	 




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