Vacation Leave Letter:

[Your Name]

[Your Address]

[City, State, ZIP Code]

[Email Address]

[Phone Number]

[Date]

[Employer's Name]

[Company/Organization Name]

[Address]

[City, State, ZIP Code]

Dear [Employer's Name],

| am writing to request a vacation leave from [start date] to [end date]. | have planned this vacation
well in advance and have made arrangements to ensure that my responsibilities are covered during
my absence.

| believe that taking this break will not only rejuvenate me but also contribute to my overall
productivity and well-being upon my return. | have ensured that my tasks are up-to-date and will
provide clear instructions to my colleagues to handle any urgent matters that may arise.

| am committed to returning to work on [return date] and will ensure a smooth transition of my
responsibilities back to my regular routine.

Thank you for considering my request and supporting my work-life balance.

Sincerely,

[Your Name]

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



