
Emergency One Day Leave Email Template

Hi [Manager's Name],

Due to a personal emergency, I will need to take a one-day leave on [Date]. I apologize for the short

notice and will ensure that urgent work is managed.  

Please confirm if this is acceptable.

Thank you,

[Your Name]

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


