Leave Request Letter
Replace bracketed fields with your own details. Delete guidance that does not belong in the finished document.
[Sender name or organization]
[Email or business contact]
[Date]
Dear [Manager], I would like to request [Type of leave] from [Start date] to [End date], returning on [Date], in line with the applicable leave policy.
Before the leave, I plan to complete [Tasks] and hand over [Work] to [Colleague, subject to agreement]. The relevant files and status notes will be at [Location].
Please let me know whether the request can be approved or if further information is needed. Thank you for considering it.
[Employee name]




