Professional Notification of Leave

Subject: Announcement of Leave

Dear Team,

| am writing to formally announce that | will be on leave from [Start Date] to [End Date] due to
[Reason, e.g., personal matters, medical reasons]. During my absence, [Colleague Name] will be
covering my responsibilities.

Please ensure that all urgent matters are directed to [Colleague Name]. | appreciate your
understanding and cooperation.

Sincerely,

[Your Name]

[Designation]

Get more templates here: https://www.lettersandtemplates.com/letters/leave-announcement-letter




