[Company Logo]   [Company Name]
APPLICATION FOR PAID LEAVE
	Date:
	[Date]



To,
The HR Department
[Company Name]
[Company Address]

Copy: [Reporting Manager]
Subject: Request for Paid Leave from [DD/MM/YYYY] to [DD/MM/YYYY]
Dear Sir / Madam,
I request paid leave of [Number] working days from [DD/MM/YYYY] to [DD/MM/YYYY] for [personal reasons / travel / family commitments]. As per my latest leave statement, my available paid leave balance is [Number] days.
I request that this leave be processed with full pay for the month of [Month, Year]. In case my balance is found to be insufficient, please:
	[ ] Treat the shortfall of [Number] days as leave without pay
	 

	[ ] Adjust the shortfall against leave to be accrued in the coming months, if permitted by policy
	 

	[ ] Inform me before processing so that I can shorten my leave
	 



I have discussed this leave with [Reporting Manager], and my work will be handled by [Colleague Name]. I will resume work on [DD/MM/YYYY].
Thank you.
Yours sincerely,

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


Approval and Payroll Note
	Item
	Entry

	Paid days sanctioned
	[Number]

	Unpaid days (if any)
	[Number]

	Payroll month
	[Month, Year]

	Balance after leave
	[Number]




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