Casual Email Leave Request

Hi [Manager Name],

| would like to request leave from [Start Date] to [End Date] because of [Reason]. | have arranged
for [Colleague Name] to handle my duties while 1&€™m away.

Please let me know if this works.

Thanks,

[Your Name]

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




