
Extended leave notification

Subject: Extended Leave Announcement

Dear Team,

I am writing to inform you that I will be on leave for an extended period, from [start date] to [end

date]. [Colleague's Name] will oversee my duties during this time. I appreciate your support in

ensuring smooth operations in my absence.

Thank you,

[Your Name]

Get more templates here: 

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


