
Casual day off request email

Subject: Day Off Request

    Hi [Manager's Name],

    I hope you're doing well. I wanted to ask if I could take a day off on [date] for personal reasons.

Iâ€™ll make sure my responsibilities are covered before then.

    Thanks for understanding!

    Best,

    [Your Name]

Get more templates here: https://www.lettersandtemplates.com/letters/day-off-request-letter


