
Tentative or Conditional Leave Notice

Subject: Provisional Leave Notification

Dear [Manager/Team],

I am planning to take leave from [Provisional Start Date] to [Provisional End Date], pending

approval. I will confirm the final dates as soon as possible.

Please let me know if this period works for team planning and coverage. Thank you for your

understanding.

Sincerely,  

[Your Name]

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


