
Leave Application for Traveling Research Initiatives 

To, 

[Manager/Supervisor's Name] 

[Company/Organization Name] 

[Address] 

[City, State, Zip Code] 

Date: [Insert Date] 

Dear [Manager/Supervisor's Name], 

I am writing to formally request a leave of absence from [Start Date] to [End Date] in order to 

participate in a traveling research initiative focused on [Briefly describe research topic]. This 

opportunity will not only enhance my knowledge and skills but will also contribute significantly 

to our ongoing projects at [Company/Organization Name]. 

During my absence, I will ensure that all my responsibilities are managed and delegated 

appropriately. I am also happy to assist in preparing any necessary handover documents to 

ensure a smooth workflow in my absence. 

I appreciate your understanding and support regarding this matter. I am happy to discuss this 

further at your convenience. 

Thank you for considering my request. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Contact Information] 


