To,


		The Joint Director (Admn)
		Accounts & Treasuries


Subj   :	Half Day/Casual Leave

[bookmark: _GoBack]Sir,
		Kindly allow me to avail  _______________________ Casual/Half Day  Leave for ________________________________ i.e.  __________________  (_____________________________________) on personal/family affairs.






Yours faithfully,



(__________________________________)
___________________________________
___________________________________
