
Conditional Leave Approval Request

Subject: Request for Provisional Annual Leave

Dear [Manager's Name],

I am requesting annual leave from [Start Date] to [End Date]. This request is provisional and

dependent on project deadlines and team availability. I will ensure smooth handover of all tasks.

Thank you for your understanding.

Sincerely,

[Your Name]

Get more templates here: 

https://www.lettersandtemplates.com/letters/annual-leave-application-letter


