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



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

Copy: HR Department
Subject: Application for Study Leave for [Course / Examination Name]
Dear [Reporting Manager],
I am pursuing [Course Name] from [Institution / Professional Body] in [part-time / distance / full-time] mode. I request leave to [appear for the examinations / attend contact classes] as per the schedule below:
	Date
	Day
	Paper / Session
	Leave Required

	[DD/MM/YYYY]
	[Day]
	[Subject / Session]
	[Full / Half Day]

	[DD/MM/YYYY]
	[Day]
	[Subject / Session]
	[Full / Half Day]

	[DD/MM/YYYY]
	[Day]
	[Subject / Session]
	[Full / Half Day]



Total leave requested: [Number] days, to be treated as [study leave as per policy / earned leave / leave without pay].
This programme will strengthen my skills in [Skill Area], which is directly relevant to my work on [Responsibilities]. [The company has agreed to sponsor ₹Amount of the fee, and I acknowledge the service commitment of Number months stated in the study assistance policy.]
During these dates, [Colleague Name] will handle [Tasks]. I will plan deliverables so that no deadline falls on an exam day.
Enclosures: [Exam timetable / Admit card / Admission letter]
I request you to kindly approve the leave.
Yours sincerely,

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


Approval
	Leave approved
	[Number] days as [Leave Type]

	Conditions, if any
	 




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