Personal emergency leave letter template

Subject: Request for Emergency Leave

Dear [Manager's Name],

| am writing to inform you that | am facing a personal emergency and require leave starting from
[start date] to [end date]. | will ensure that all urgent tasks are handed over appropriately before my
absence.

| apologize for the short notice and appreciate your understanding.

Sincerely,

[Your Name]

[Your Position]

Get more templates here: https://www.lettersandtemplates.com/letters/emergency-leave-letter




