
Leave Without Pay Letter Sample

Dear [Manager Name],

I would like to ask for your approval to take unpaid leave from [start date] to [end date] due to

[reason or private matter]. I apologize for the short notice but this is an emergency situation and is

totally unplanned.

The workflow will not be interrupted as John is willing to cover for me during that period.

Thank you very much for understanding.

Best Regards

Get more templates here: 

https://www.lettersandtemplates.com/letters/unpaid-without-pay-leave-letter


