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	Leave application by employee to employer to visit home town and apply 
	for LTA

	Format of Leave application by employee to the employer to visit home 
	town and to apply for Leave Travel Allowance (LTA)/ Leave Travel Concession 
	(LTC).

	 

	Date__________

	

	To

	The Manager HR

	__________ Company

	Address______

	

	

	Subject: Leave Application to visit home town and avail LTA/LTC

	

	Dear Sir/ Madam,

	

	This is to bring to your kind notice that I have to attend some family 
	function in my home town from _____ to ______. I, along with my family 
	members are going out of town for ___ days. I shall be leaving on __________ 
	and coming back on _________.

	

	My Leave Travel Allowance is also due for the last ___ years.

	

	I shall be very obliged if you could sanction my Leave Travel Allowance/ 
	Leave Travel Concession* and consider my leave application and grant me 
	leave for the above mentioned period. 

	

	Thanking you,

	

	Yours faithfully,

	

	

	

	Name_______________
* Strike out whichever is not applicable
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