Casual email requesting leave for study purposes

Subject: Educational Leave Request

Hi [Supervisor Name],

| hope you are well. | would like to request leave from [start date] to [end date] to attend
[course/program]. | will make sure all my work is covered during this period.

Thank you for your understanding.

Best,

[Your Name]

Get more templates here:

https://www.lettersandtemplates.com/letters/educational-leave-of-absence-letter




