Request for temporary leave subject to approval

Subject: Provisional Request for Sabbatical Leave

Dear [Manager Name],

| would like to request a provisional sabbatical leave from [Start Date] to [End Date]. | understand
that approval depends on organizational needs and am flexible with dates if necessary.

Please let me know if further information or a plan of task delegation is required.

Thank you for your consideration.

Sincerely,

[Your Name]

[Position]

[Department]

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



