Dear [Line Manager / HR Manager],

Re: Request for annual leave for a religious observance

I am writing to request [leave / time off] on Tuesday 3 February 2026 in order to observe an important religious occasion.

From 1-5 February 2026, His Highness Prince Rahim Aga Khan V, the 50th hereditary Imam of the Shia Ismaili Muslims, will make his first official visit to the United Kingdom. Such visits are rare and historically significant. For Ismaili Muslims, this visit includes a formal religious audience with the Imam, which forms a central part of religious observance. Attendance is therefore regarded as a religious obligation rather than a discretionary or social event.

On Tuesday 3 February, His Highness Aga Khan V will grant a religious audience for the entire Ismaili community across the United Kingdom. Attendance forms an important part of our religious practice as the Imam provides guidance that is central to our community during this audience. 

I believe that religion and belief are recognised as protected characteristics under the Equality Act 2010, and I would be grateful for your consideration of this request for time off for religious observance, subject to operational requirements. I am therefore requesting [annual leave / unpaid leave / flexible working / TOIL] for this day, in line with company policy.

I will ensure that my responsibilities are managed appropriately and am happy to discuss any arrangements needed to minimise disruption to the team.

Further information about this religious visit can be found at the.ismaili/visit/uk. I also attach an official confirmation letter of the visit which includes background information about the Ismaili community and His Highness Aga Khan V.

Thank you very much for your understanding and consideration. Please let me know if you require any further information.

With best wishes,
[Your Name]

