
Friendly and Appreciative Tone

Subject: Request for Annual Leave

Dear [Manager's Name],

I am requesting annual leave from [Start Date] to [End Date]. I appreciate your support and

guidance and have ensured all my responsibilities are properly managed during my absence.

Thank you for considering my request.

Warm regards,

[Your Name]

Get more templates here: 

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


