
Informal leave notice via email

Subject: Taking Some Time Off

Hi Everyone,

Just a quick note to let you know Iâ€™ll be on leave from [start date] to [end date]. Please reach out

to [Colleague's Name] if anything urgent comes up while Iâ€™m away.

Thanks,

[Your Name]

Get more templates here: 

https://www.lettersandtemplates.com/letters/leave-announcement-letter-to-employees


