Preliminary leave encashment request

Dear [HR Department],

| am writing to request a provisional calculation of my leave encashment for the accrued leaves till
date. Kindly provide me the tentative amount and any documentation required for processing the
payment.

Thank you for your support.

Best regards,

[Your Name]

[Employee ID]

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




