
Personal and empathetic leave request

Subject: Request for Early Departure

Dear [Manager Name],

I hope this message finds you well. I would like to request permission to leave work early on [Date]

due to [reason]. I assure you that all critical tasks will be completed beforehand, and I will make

arrangements to ensure a smooth workflow.

Thank you for your understanding and support.

Warm regards,

[Your Name]

Get more templates here: 

https://www.lettersandtemplates.com/letters/early-leave-permission-letter


