Quick notice leave email

Subject: Immediate Leave Notification

Dear Team,

Due to unforeseen circumstances, | will be on leave starting [start date] for [number of days]. Please
contact [Colleague's Name] for urgent matters. Apologies for the short notice and thank you for your
cooperation.

Regards,

[Your Name]

Get more templates here:

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




