Simple Casual Leave Letter

Subject: Request for Casual Leave

Dear [Manager's Name],

| would like to request casual leave from [start date] to [end date] due to personal reasons. | have
ensured that all my pending tasks are up to date and have briefed [Colleague's Name] to handle any
urgent work in my absence.

| would be grateful for your approval.

Thank you,

[Your Name]

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




