
Leave Letter for Vacation / Personal Travel

Subject: Leave Request for Vacation

Dear [Manager's Name],

I would like to request leave from [start date] to [end date] to go on vacation. I will ensure all my

work is up to date before leaving and will be reachable in case of emergencies.

Thank you for your consideration.

Best regards,

[Your Name]

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


