
Informal Digital Notification

Subject: Taking a Short Leave

Hi Team,

Just a quick note to let you know that I will be on leave from [Start Date] to [End Date]. Please reach

out to [Backup Person] for any immediate concerns during this period.

Thanks for your support!  

[Your Name]

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


