
Urgent Overtime Request Email

Subject: Urgent Overtime Approval Needed

Dear [Manager's Name],

Due to unforeseen workload and approaching deadlines, I request urgent approval to work overtime

on [date(s)]. This will help ensure the timely completion of [project/task].

I appreciate your prompt response on this matter.

Thank you,  

[Your Name]  

[Position / Department]

Get more templates here: https://www.lettersandtemplates.com/letters/overtime-request-letter


