Date: [Insert Date]

To: [Supervisor's Name]

From: [Your Name]

Subject: Request for Day Off

Dear [Supervisor's Name],

| hope this message finds you well. I am writing to formally request a day off on [Insert Date]
due to a special occasion, [briefly explain the occasion, e.g., my wedding, a family celebration,
etc.].

| have ensured that my responsibilities and tasks are up to date, and I will make arrangements to
cover any urgent matters during my absence. | will be available for any important
communications if needed.

Thank you for considering my request. | look forward to your approval.

Sincerely,

[Your Name]

[Your Position]

[Your Contact Information]



