
Heartfelt Leave Request for Personal Reasons

Dear [Manager's Name],

I would like to request annual leave from [start date] to [end date] to attend to personal matters that

require my attention. I have planned my workload to minimize impact and informed [colleague's

name] about urgent responsibilities.  

Your approval would mean a lot to me during this time.  

Warm regards,  

[Your Name]

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


