Casual Leave Request

Subject: Annual Leave

Hi [Manager's Name],

l&€™m planning to take annual leave from [Start Date] to [End Date]. I&€™ve coordinated with my
team to manage my tasks while 1&€™m away.

Thanks for approving!

Cheers,

[Your Name]

Get more templates here:

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




