[#*date*Date*#]

To the director of [#*text*Company name*#]
[#*text*Director full name*#]
from [#*text*Employee position*#]
[#*text*Employee full name*#]

Leave request

Please grant me annual paid leave of [#*number*Number of days*#] calendar days starting [#*date*Start date*#].

[#*date*Date*#]                    ____________ / [#*text*Signature name*#]
