	Leave request


Reference template only. Not legal advice; institutional and local forms take precedence.
	Parties
	 
e.g. Ada Example

	Date
	 
e.g. 2026-08-04

	Subject / title
	 
e.g. Leave request

	Body / line items
	 
e.g. State the request here

	Amounts / terms
	 
e.g. 1,000.00

	Attachments
	 
e.g. 2 attachments

	Signature
	 
e.g. (signed)

	Contact
	 
e.g. name@example.com


Application details
1. Purpose: ____________________________________
2. Party A: ____________________________________
3. Party B: ____________________________________
4. Key facts / line items:
   _______________________________________________
   _______________________________________________
5. Ask / agreement:
   _______________________________________________
6. Amounts, deadlines, terms: ____________________
7. Attachments: _________________________________
8. Signature: ________________  Date: ____________
9. Contact: _____________________________________
 
I hereby submit this application as stated above.

	Signature: ____________________
	Date: __________

	Printed name: __________________
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