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Letter of Absence due to Workload Demand ﻿
Rich Raymond,
Head of XYZ Company
23, Hall Road
New York, US
Subject: Leave of absence due to enormous workload demands
Respected Sir,
It is respectfully stated that I, Martin Josh, have been working with XYZ company for 5 years. I joined this company as an intern after my graduation and with the passage of time, I have been promoted to the rank of manager. Currently, I am heading for a team of 5 members under the name of the marketing department. All of us have been working in coordination with other departments to secure more projects and head in the direction of success. 
We have suffered a lot due to the negligence of a few employees but their absence from their respective departments has made our company stronger and ready to face challenges.
In the last 2 months, we got 5 projects from multinational companies that contributed massively to our progress, but it was very hard work. Most of the departments remained at the office till 2 am, discussing strategies and making action plans. These past few months have been a roller coaster ride for me and team members as well because we had to make marketing strategies, test their outcomes, share them with clients, and then make changes. 
It was a very long process but after a few trials and errors, all strategies were approved by the clients, and they were very happy with the results. Securing these projects had positive impacts on our portfolio and many other mega projects might be secured in the future as well. Because of the immense workload, my health has suffered a great deal. I work continuously and didn’t keep my health in check which is why I am suffering from back pain and muscle contraction. I have visited a specialist and my reports suggest I take a complete bed rest of 2 weeks. 
Therefore, I seek your permission to excuse me from work for 2 weeks so that I can regain my health and work again with full strength and a healthy mind. I know you treat your employees with empathy and understand their situation. Your kind nature allowed me to write this letter of absence. During my absence, any member of my team can step up and lead. I will always be available by phone or email for any important discussion or meeting. I hope you consider my letter and allow me to rest.
Anxiously waiting for your response.
Regards,
Martin Josh
Manager at Marketing Department
Contact: 789 789 469
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