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[Date]
Leave Application for Travelling Abroad ﻿
To
Mention the name of the manager,
Name of the company,
Address of the company,
Subject: Leave application for going out of the country for [X]
Respected Sir,
It is stated that I am required to travel to the United Kingdom as I have got my visit visa application approved. My ticket has been booked for 24th December 20XX. My visa is for two weeks, and I will return to the country on 6th January, 20XX.
This visa has been sponsored for me by my elder brother and I am required to visit him as he is not feeling well and cannot travel. I am requesting you to kindly grant me the leave for 2 weeks so that I can travel abroad and get some important matters resolved.  I shall be highly obliged. 
I am looking forward to your kind response.
Regards,
Name of the employee.
[Designation]
[Department]
Date:
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