
Request during resignation/notice period

Dear [HR Manager Name],

As I am serving my notice period, I would like to request encashment of my accrued leaves before

my final settlement. Please let me know the required procedure to complete this process.

I appreciate your assistance and look forward to confirmation.

Sincerely,

[Your Name]

[Employee ID]

[Department]

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


