
Formal request for annual leave

Subject: Application for Annual Leave

Dear [Supervisor's Name],

I am writing to request annual leave from [Start Date] to [End Date]. I have ensured that all my

ongoing projects are on schedule, and I will coordinate with my team to manage responsibilities

during my absence.

Looking forward to your approval.

Kind regards,

[Your Name]

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


