NGUYEN THANH NAM
A: Tan Binh, HCMC
M: 0912 345 678
E: nguyen. ...@gmail.com
APPLICATION FOR LEAVE OF ABSENCE
Subject: Annual leave application
14* June 2019
· Mr. Donal Trump
· HR Manager
· ABC Apartment
Dear Mr./Mrs. {Recipient’s Name},
I am writing this letter to let you know that I am in need of a long-term leave. Thus, I would like to avail my full annual leave allotment as I have my complete yearly leave allowance.
I request you to consider my leave application of thirty days as I am planning for an international vacation with my family. I would like to avail the leaves from {start date} to {end date}.
[bookmark: _GoBack]I have delegated my current project to {person's name}. He/she very well understands about my project and is capable of handling the task without any difficulties. In fact, it is only the final part that is left to be carried out by him/her.
During the days of my absence from office, I can be reached at {email address/contact number}.
I will return to the office on {date}. In case I want to resume the work sooner or later than the stated date, I will let you know well in advance.
Yours Sincerely,
	Nguyen Thanh Nam
	

