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



To,
The Head – Human Resources
[Company Name]
[Company Address]

Through: [Reporting Manager]
Subject: Application for Sabbatical Leave from [DD/MM/YYYY] to [DD/MM/YYYY]
Dear [HR Name],
I have been with [Company Name] since [Date of Joining], currently as [Designation] in [Department]. I request a sabbatical of [Number] months from [DD/MM/YYYY] to [DD/MM/YYYY] under the company sabbatical policy.
1. Purpose
I plan to [pursue a Course Name at Institution / care for a family member / undertake a personal research project on Topic / take a planned break for health and rest]. I expect this to [benefit my role by / allow me to return refreshed and focused on] [Outcome].
2. Eligibility
I have completed [Number] years of continuous service, which meets the eligibility of [Number] years in the policy. My last performance rating was [Rating].
3. Pay and Benefits
1. I understand the sabbatical will be [unpaid / paid at Number% of fixed pay] as per policy.
1. Please confirm the position on group medical insurance, provident fund, gratuity service continuity, leave accrual and any variable pay or ESOP vesting during the sabbatical.
4. Transition Plan
	Responsibility
	Handed To
	Handover By
	Status

	[Responsibility]
	[Colleague Name]
	[DD/MM/YYYY]
	[Planned]

	[Responsibility]
	[Colleague Name]
	[DD/MM/YYYY]
	[Planned]

	[Responsibility]
	[Colleague Name]
	[DD/MM/YYYY]
	[Planned]



5. Return
I will rejoin on [DD/MM/YYYY] and request confirmation of my role on return. I propose a [monthly] check-in with [Reporting Manager] by email to stay informed of key changes.
Thank you for considering my request.
Yours sincerely,

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



	______________________________
Recommended by
[Reporting Manager]
Date: [Date]
	______________________________
Approved by
[Authorised Signatory]
Date: [Date]
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