[Company Logo]   [Company Name]
HALF-DAY LEAVE APPLICATION
	Date:
	[Date]



To,
[Reporting Manager]
[Department]
[Company Name]
Subject: Request for Half-Day Leave on [DD/MM/YYYY] ([First / Second] Half)
Dear [Reporting Manager],
I request half-day leave on [DD/MM/YYYY] for the [first half – I will report at Time / second half – I will leave at Time] as I need to [attend a medical appointment / visit my child's school / complete work at the bank or a government office].
Please debit 0.5 day from my [casual / sick / earned / compensatory off] balance.
I have arranged the following:
1. The [Meeting Name] scheduled at [Time] has been moved to [New Time].
1. [Colleague Name] will respond to urgent queries on [Task / Queue].
1. I will be reachable on [Mobile Number] if required.
Thank you.
Regards,

	______________________________
[Employee Name]
Employee ID: [Employee ID]
[Designation]
Shift (if applicable): [Shift]


Approval
	[ ] Approved  [ ] Not approved
	 

	Leave head debited
	[Leave Type] – 0.5 day

	Actual time out / in
	[HH:MM]




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