
Compassionate leave letter with short notice apology template

Subject: Request for Compassionate Leave

Dear [Manager's Name],

I sincerely apologize for the short notice, but I need to request compassionate leave from [Start

Date] due to an urgent family matter. I will ensure that my duties are managed or delegated

appropriately in my absence.

I appreciate your understanding.

Warm regards,

[Your Name]

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


