
Preliminary Leave Request Letter

Dear [Manager Name],

I am planning to take a leave of absence from [Start Date] to [End Date] and would like to inform you

in advance. I will provide further details and formal documentation once finalized.

Thank you for considering this preliminary request.

Kind regards,

[Your Name]

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


