Holiday Application Letter

Dear [Recipient's Name],

| am writing this letter to formally request time off for a holiday. | have thoroughly reviewed the
company's vacation policy and procedures and would like to submit my application for [number of
days] days of leave, starting from [start date] to [end date]. | have consulted my supervisor,
[Supervisor's Name], who has agreed to consider my request.

The reason for my holiday application is to take some much-needed time to recharge, rejuvenate,
and spend quality time with my family. This break will allow me to relax and return to work with
renewed energy and focus, ultimately enhancing my productivity and commitment to my
responsibilities.

During my absence, | will ensure that my workload is managed appropriately and all pending tasks
are either completed or delegated to a colleague. | will also provide detailed documentation and
instructions to ensure a smooth workflow during my absence. If necessary, | am more than willing to
train a temporary replacement or assist with any transition processes.

| understand that the vacation schedule needs to accommodate the needs of the company as a
whole, and | am prepared to make any necessary adjustments to my requested dates, if required. |
am confident that my absence will not disrupt the operations of the team, and | will do everything in
my power to minimize any inconvenience to my colleagues.

Please find attached the completed vacation request form, which includes the details of my
requested dates and contact information during my absence. | kindly request you to review and
approve my application at your earliest convenience, allowing me enough time to make any
necessary arrangements.

| value the opportunities | have been given at [Company Name] and appreciate your consideration
of my holiday request. If you have any further questions or require additional information, please do
not hesitate to contact me. | will be more than happy to discuss any concerns you may have.

Thank you for your attention to this matter. | look forward to your positive response.



Sincerely,

[Your Name]



