
Detailed Leave Letter

Dear [Employee Name],

Your leave from [Start Date] to [End Date] has been sanctioned. Please ensure the following before

you leave:  

- Handover all ongoing tasks to your colleague [Colleague Name].  

- Set up out-of-office notifications on your email and phone.  

- Complete any urgent pending work.  

We wish you a restful leave period.

Sincerely,

[Manager Name]

[Designation]

[Company/Organization Name]

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


