
Tentative leave notification

Subject: Tentative Leave Notification

Dear Team,

I may need to take leave around [start date] to [end date]. I am confirming the dates and will provide

a final schedule soon. Please plan accordingly for coverage during this period.

Thank you for your understanding.

Sincerely,

[Your Name]

Get more templates here: 

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


