Provisional Leave Request

Subject: Provisional Vacation Request

Dear [Manager's Name],

| would like to request vacation leave from [start date] to [end date]. This request is provisional and
subject to approval based on departmental schedules.

| have coordinated with colleagues to ensure coverage during my absence.

Thank you for considering my request.

Sincerely,

[Your Name]

Get more templates here:

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




