
Preliminary Holiday Leave Request Email

Subject: Preliminary Holiday Leave Request

Hi [Manager's Name],

I am considering taking holiday leave from [Start Date] to [End Date] and wanted to get your

preliminary approval.  

I will provide a detailed plan for coverage of my responsibilities once confirmed.  

Looking forward to your feedback.

Best regards,  

[Your Name]

Get more templates here: https://www.lettersandtemplates.com/letters/holiday-letter


