


Date:
To
[The Recipient Name]
[Designation]
[Organization Name]
Subject: Application letter for Sabbatical leave
Respected manager (mention the name),
I am Mr. Adams working in the IT department for five years. I am so proud to announce that I have got the scholarship of MS leading to Ph.D. in the University Of Ontario, Canada. It is like a dream come true as I have always aspired to be a part of that university.
I am so happy that I have got an opportunity to pursue my higher studies since I will be able to gain more skills due to the exposure to the industry. I would like to use those skills in my country’s industry so that we can also excel in the field of information technology. 
I would like to come back to work as soon as I finish my higher education. It is, therefore, requested that please allow me to go on sabbatical leave for two years. I shall be highly grateful to you. I am looking forward to your kind response.
Regards,
Name of the employee
Signatures
___________________
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