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Introduction 

A template of a holiday letter is used to familiarize employees or students with the correct procedure 

to pen a holiday letter requesting permission for absence from work/ study. It will guide people to 

place the date, name, designation and address of sender and recipient; reasons for holiday and 

salutations in a correct manner. 

Template of Holiday Letter Tips 

Here are some useful tips for filling a template of holiday letter: 

• Start by mentioning that you are planning a holiday and specify dates.  

• Ask for permission by giving valid reasons.  

• Mention that you have no pressing work scheduled during the planned period. 

• Mention name of your co-worker who will handle queries regarding your work or handle 

pending tasks in your absence. 

• End by mentioning your date of joining back and furnish your contact details in case of 

urgent requirements. 
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Sample Template of Holiday Letter 

From,  

__________  

__________ 

__________ 

__________ 

           

Date: _____ (Date on Which Letter is Written) 

To,  

__________  

__________  

__________ 

__________ 

Dear Mark, 

I wanted to ask for your permission to plan a holiday with my family from 24 September to 07October 

2013 since I have not been able to go on a vacation with them for the past two years due to work 

commitments. Also, I have no urgent work slated during the said period.  

I also wanted to avail my club membership stay in this year which will otherwise get lapsed. I will hand 

over my work-files to Martin and brief him about my current project in case you need any information 

in my absence. I will leave my contact details with your office in case of any emergency.  

I request you to kindly grant me leave for the said period and oblige.  I will join back for work from 

08October2013.  

Thanking you  

Yours Faithfully 

Kevin   
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Template of Holiday Letter Template 

From,  

__________  

__________ 

__________ 

__________ 

           

Date: _____ (Date on Which Letter is Written) 

To,  

__________  

__________  

__________ 

__________ 

Part-I 

Start in a professional and polite note and mention your plans and dates for your holiday. Ask for 

permission to proceed on holiday by giving valid reasons.  

Part-II 

Tell your boss that you have no pressing work scheduled during the planned period and that you have 

completed all your tasks. Mention name of your co-worker who will handle queries regarding your 

work or handle pending tasks if any in your absence. 
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Part-III 

Finally, mention your date of joining back work and furnish your contact details during your holiday in 

case of urgent requirements.   

__________ (convey regards) 

Thanking you, 

Salutation-__________ (yours sincerely, faithfully, etc) 

__________ (your name)  
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Disclaimer 

 
The author and publisher of this Ebook and the accompanying materials have used their best efforts in preparing this Ebook. The author and publisher 

make no representation or warranties with respect to the accuracy, applicability, fitness, or completeness of the contents of this Ebook. The information 

contained in this Ebook is strictly for educational purposes. Therefore, if you wish to apply ideas contained in this Ebook, you are taking full responsibility 

for your actions. 

The author and publisher disclaim any warranties (express or implied), merchantability, or fitness for any particular purpose. The author and publisher 

shall in no event be held liable to any party for any direct, indirect, punitive, special, incidental or other consequential damages arising directly or 

indirectly from any use of this material, which is provided “as is”, and without warranties. 

The author and publisher do not warrant the performance, effectiveness or applicability of any sites listed or linked to in this Ebook. 

All links are for information purposes only and are not warranted for content, accuracy or any other implied or explicit purpose. 

No part of this may be copied, sold, or used in any way other than what is outlined within this Ebook under any circumstances without express 

permission from www.letters.org 


