
Emotional and personal leave notice

Dear Team,

I wanted to personally share that I will be taking leave from [start date] to [end date]. I will miss

working alongside you during this time and truly appreciate your support in managing my

responsibilities in my absence.

Warm regards,

[Your Name]

Get more templates here: 

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


