
Sabbatical Leave Letter

Dear [Employer's Name],

Subject: Request for Sabbatical Leave

I hope this letter finds you well. I am writing to formally request a sabbatical leave from my position

at [Company/Organization Name]. This leave is intended to be for a period of [duration of sabbatical,

e.g., 3 months], starting from [start date] and ending on [end date]. I believe that a sabbatical would

be beneficial for both my personal and professional growth, and I assure you that I will return to work

with renewed energy and enthusiasm.

During my sabbatical, I plan to focus on [briefly mention the purpose or goals of your sabbatical,

e.g., pursuing further studies, working on a personal project, spending time with family, or traveling

to gain cultural experiences]. I believe that this time away from my regular responsibilities will not

only contribute to my personal development but also provide me with valuable insights that will

enhance my contributions to the company upon my return.

I understand that my absence may cause some temporary inconvenience to the team and the

workflow, and I am committed to ensuring a smooth transition before I leave. I will work closely with

my colleagues to delegate my tasks, provide necessary training, and create documentation to

ensure that my responsibilities are covered during my absence.

Moreover, I am willing to remain accessible during my sabbatical in case of any urgent matters that

may require my attention. I will be reachable via email or phone, and I will promptly respond to any

critical issues that may arise.

I assure you that I have thoroughly considered the impact of my absence and have taken all

necessary steps to minimize any disruptions to the company's operations during my sabbatical.

Enclosed with this letter, you will find a detailed sabbatical plan that outlines the objectives,

expected outcomes, and a proposed schedule for my leave. I kindly request that you review and

approve my sabbatical request, and I am open to discussing any additional details or adjustments

that you may require.



I genuinely appreciate the support and understanding of the company in considering my request for

a sabbatical leave. This opportunity means a lot to me, and I believe it will not only benefit me

personally but also contribute to my long-term commitment and dedication to

[Company/Organization Name].

Thank you for your time and consideration. I look forward to your positive response and the

possibility of returning to my role with a refreshed perspective and a renewed passion for my work.

Sincerely,

[Your Name]


