
Casual email requesting short leave

Subject: Leave Request

Hi [Managerâ€™s Name],

Iâ€™d like to request a leave of absence from [start date] to [end date]. The reason is [short

explanation]. Iâ€™ll make sure my responsibilities are covered and update the team before I leave.

Please let me know if this is acceptable or if you need more details.

Thanks a lot,  

[Your Name]

Get more templates here: 

https://www.lettersandtemplates.com/letters/leave-of-absence-request-letter


