
Formal Leave Sanction Letter

Dear [Employee Name],

This is to inform you that your leave request for the period [Start Date] to [End Date] has been

approved. You are authorized to be away from your duties during this time.

Please ensure that all your responsibilities are managed before your leave and notify your team

accordingly.

Sincerely,

[Manager Name]

[Designation]

[Company/Organization Name]

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


