
Professional compassionate leave letter template

Subject: Extended Compassionate Leave Request

Dear [Manager's Name],

Due to a significant personal matter, I am requesting compassionate leave from [Start Date] to [End

Date]. I have made arrangements to delegate my responsibilities to ensure business continuity

during my absence.

Thank you for your consideration and support.

Best regards,

[Your Name]

[Your Position]

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


