To: tina@staff-india.com
CC: scott@staff-india.com; austin@staff-india.com; matthew@staff-india.com; robin@staff-india.com
Subject:  Seeking  one day leave.

Hi  Tina.
I need a one day leave for attend the marriage ceremony of my sister which will be held on 10th of January 2018.
As I am the eldest brother , I need to attend this ceremony. 
Therefore ,  with due respect I hope you will grant me for one day leave on 10th of Jan 2018 and oblige  thereby. 
Thank you.
Sincerely, Scott  
	Virtual Employee
	Staff-India. 
