
Urgent Leave Extension Email

Subject: Urgent Request to Extend Leave

Hi [Supervisor's Name],

I apologize for the short notice, but I urgently need to extend my leave until [new end date] due to

[reason]. I understand the timing is challenging and am happy to assist remotely where possible.

Thank you for your quick attention to this matter.

Best,  

[Your Name]

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


