
Heartfelt Casual Leave Request

Subject: Request for Casual Leave

Dear [Manager's Name],

I hope you are doing well. I would like to request casual leave from [start date] to [end date] to

attend to some personal matters that need my immediate attention. I have arranged for my tasks to

be handled in my absence.

Thank you for considering my request.

Warm regards,

[Your Name]

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


