Casual Leave Application Letter Sample
To,
Administrator,
ABC Company,
Address Insertion.
Subject matter: Demanding Casual leave
Respected Mr./Mrs./Ms. (Name of the employer),
It is to inform you that I need to take care of some important matter due to which i have to travel out of the city, Given the case, i won't be able to work at the office from (initial/starting date) to (final/ending date) 
In my absence, he (person's name) will be assigned to complete my tasks and I have communicated that he can call me in any concern.
If you consider approving my application I will be very grateful to you.
Yours faithfully/sincerely,
(Name of leave requester).
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