
Heartfelt Leave Letter for Personal Time

Subject: Request for Personal Leave  

Dear [Manager's Name],  

I am writing to request leave from [start date] to [end date] to attend to personal matters that require

my full attention. Taking this time will help me return refreshed and fully focused.  

I appreciate your understanding and support.  

Kind regards,  

[Your Name]

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


