[Company Logo]   [Company Name]
FESTIVAL HOLIDAY REQUEST
	Date:
	[Date]



To,
[Reporting Manager]
[Department]
[Company Name], [Work Location]
Subject: Request for Leave for [Festival Name] on [DD/MM/YYYY]
Dear [Reporting Manager],
[Festival Name] falls on [DD/MM/YYYY] this year. It is an important festival for my family, and I would like to celebrate it [at my native place, Town / State / with my family].
I request the following:
	[ ] Restricted holiday on [DD/MM/YYYY] (listed in the RH list)
	 

	[ ] [Casual / Earned] leave from [DD/MM/YYYY] to [DD/MM/YYYY] for travel and the festival – [Number] days
	 

	[ ] Holiday swap: I will work on [Listed Holiday] on [DD/MM/YYYY] in exchange for a holiday on [DD/MM/YYYY], if permitted by policy
	 



Travel: Departing [DD/MM/YYYY], returning [DD/MM/YYYY]. I will rejoin on [DD/MM/YYYY].
I understand this is a busy period. I have spoken with [Colleague Name], who will cover [Responsibilities], and I am happy to cover for colleagues during their festivals in return.
Thank you for considering my request.
Yours sincerely,

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


Decision
	[ ] Approved as requested  [ ] Approved with changes
	[Details]  [ ] Not approved – [Reason]

	Attendance coding
	[RH / CL / EL / Swap]




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


Page    ·   Free HR template by BetterJobs.in — hire top talent: betterjobs.in
