
Professional urgent leave letter template

Subject: Immediate Emergency Leave Request

Dear [Supervisor's Name],

I am compelled to request immediate emergency leave effective [start date] due to unforeseen

circumstances. I will provide all necessary documentation if required and coordinate with the team to

ensure minimal disruption.

I appreciate your prompt attention to this request.

Best regards,

[Your Name]

[Department]

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


