
Letter of Appeal for Leave of Absence 

Date: [Insert Date] 

To: [Drama Society Name] 

From: [Your Name] 

Subject: Request for Leave of Absence 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request a leave of absence from the 

drama society due to [briefly explain reason, e.g., personal circumstances, health issues, 

academic commitments]. This leave will begin on [start date] and is expected to last until [end 

date]. 

I understand the importance of my commitments to the society and assure you that this decision 

was not made lightly. I am dedicated to my role and am committed to ensuring a smooth 

transition during my absence. I will also do my best to complete any pending tasks or 

responsibilities prior to my leave. 

I kindly ask for your understanding regarding my situation, and I hope to return to the society 

rejuvenated and ready to contribute further to our productions. 

Thank you for considering my request. I look forward to your understanding response. 

Sincerely, 

[Your Name] 

[Your Contact Information] 


