
Request for leaving early multiple days

Subject: Request for Early Leave Over Multiple Days

Dear [Manager/Supervisor Name],

I would like to request early leave from [Start Date] to [End Date], departing each day at [Time]. The

reason for this request is [reason]. I will ensure that my responsibilities are managed efficiently

during this period.

Thank you for your consideration.

Sincerely,

[Your Name]

[Department/Position]

Get more templates here: 

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


