
Formal Casual Leave Request Letter

Subject: Application for Casual Leave

Dear [Manager's Name],

I am writing to formally request casual leave from [start date] to [end date] due to personal matters

that require my attention. I have taken all necessary measures to ensure that my responsibilities are

covered during my absence.

Kindly approve my leave application.

Sincerely,

[Your Name]

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


