Informal and quick email request

Subject: Unpaid Leave Request

Hi [Manager Name],

| hope you are well. | would like to request unpaid leave from [Start Date] to [End Date] due to
[reason]. | will ensure all my responsibilities are covered during this period.

Thanks for considering my request.

Best,

[Your Name]

Get more templates here:

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




