
Casual Holiday Request

Subject: Holiday Request

Hi [Manager's Name],

I am planning to take some time off from [start date] to [end date]. Iâ€™ve ensured my tasks are up

to date, and my team is aware of any pending items.

Please let me know if this period works, and I appreciate your approval.

Thanks a lot,

[Your Name]

Get more templates here: 

https://www.lettersandtemplates.com/letters/vacation-or-holiday-permission-letter


