5th August 2010,

Mr. Thomas,

Project Manager,

ABC Company Inc,

Hyderabad.

Dear Sir,

I am glad to inform you that my marriage has been arranged on 5th of September, 2010. I take an immense pleasure in inviting you to my marriage. I will be sending you the personal invitation in due course of time. Hence I would to request that you grant me two days leave on 25th and 26th of Aug, in order that I may attend our engagement dinner in my home town vijayawada and another three days leave on the 2nd, 3rd and 8th of September, 2010 to attend our wedding ceremony in my husbands home town chirala.I would also like to request 20 days leave at the end of September. My husband previously studied in England and he wishes very much to take me there.

Thank you very much for your consideration of my request. I am looking forward to your reply.

Yours Sincerely,

Maya Sinha.

