Friendly Digital Leave Request

Subject: Vacation Time Request

Hello [Manager's Name],

| would like to take some time off for annual leave from [Start Date] to [End Date]. 1&€™ve organized
my tasks and briefed the team to ensure a smooth workflow in my absence.

Looking forward to your approval!

Warm regards,

[Your Name]

Get more templates here:

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




