Casual holiday request email
Subject: Holiday Request

Hi [Managera€™s Name],

la€™d like to take some time off from [Start Date] to [End Date]. 1&€™ve made sure my main
responsibilities will be handled before | go, and [colleagued€™s name] has agreed to cover
anything urgent.

Please let me know if this works for the team. Thanks in advance!

Best,

[Your Name]

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




