HR Formal Bereavement Leave Letter

Subject: Bereavement Leave Notification

Dear HR Team,

| wish to inform you of my need to take bereavement leave following the passing of my [relation] on
[date]. | request leave from [start date] to [end date] and would appreciate the necessary formalities
being processed.

Attached are the supporting documents including the death certificate for your records.

Sincerely,

[Your Name]

[Employee ID]

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




