
Quick leave of absence message

Subject: Extended Leave Request

    Dear [Manager's Name],

    I am requesting an extended leave of absence from [start date] to [end date]. The reason is

personal, and I will ensure proper handover before my leave begins.

    Thank you for your understanding.

    Best,  

    [Your Full Name]

Get more templates here: 

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


