
Casual Annual Leave Email

Hi [Manager's Name],

I hope you are doing well. Iâ€™d like to take annual leave from [start date] to [end date]. Everything

is on track at work, and Iâ€™ve briefed [colleague's name] to cover any urgent matters.  

Let me know if this works for you.  

Thanks,  

[Your Name]

Get more templates here: https://www.lettersandtemplates.com/letters/annual-leave-request-letter


