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



To,
[Reporting Manager]
[Department]
[Company Name]

Copy: HR Department
Subject: Leave Application for [My Marriage / Marriage of My Relation]
Dear [Reporting Manager],
I am happy to share that [my wedding / the wedding of my Relation] is scheduled on [DD/MM/YYYY] at [City / Venue]. I request leave from [DD/MM/YYYY] to [DD/MM/YYYY] for the ceremonies and travel, as follows:
	Leave Head
	From
	To
	Days

	Marriage Leave (as per policy)
	[DD/MM/YYYY]
	[DD/MM/YYYY]
	[Number]

	Earned Leave
	[DD/MM/YYYY]
	[DD/MM/YYYY]
	[Number]

	Total
	 
	 
	[Number]



Before my leave, I will complete [Deliverable] and hand over [Responsibilities] to [Colleague Name], with a written status note. My out-of-office message will direct queries to them.
[After my marriage, I would like to update my marital status, name (if applicable) and nominee details for provident fund, gratuity and group insurance. Please share the forms.]
I would be delighted if you and the team could join us; the invitation is enclosed. Kindly sanction the leave.
Yours sincerely,

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


Sanction
	Marriage leave sanctioned
	[Number] days

	Earned leave sanctioned
	[Number] days

	Rejoining date
	[DD/MM/YYYY]




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