
Informal email to cancel scheduled leave

Subject: Canceling My Leave Request

Hi [Manager's Name],

I wanted to inform you that I need to cancel my leave scheduled from [Start Date] to [End Date].

Things have changed, and I will be able to attend work as usual.

Please confirm the cancellation when convenient. Thanks for your understanding.

Best,

[Your Name]

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


