
Emergency Leave Request Letter

Subject: Urgent Annual Leave Request

Dear [Manager's Name],

Due to unforeseen personal circumstances, I need to request annual leave starting [start date] until

[end date]. I apologize for the short notice and will make arrangements to ensure minimal disruption.

 

Thank you for your understanding.  

Sincerely,  

[Your Name]

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


