[Date today]

[Recipient's name]
[Company name]
[Address]
[Address]
[Address]

Dear [Recipient's name]:

As you may have heard, I am getting married on [Date]. It is with this in mind that I am requesting a [Number of Day] day leave of absence.
I will be back at my desk, with my full attention to the [purchasing department], as always, on [Date back].
If you need any additional information, please contact me at [extension 123], in the purchasing department. 
Sincerely, 

[Sign here]

[Your name]

