
Informal Half Day Leave Email

Subject: Half Day Leave Request

Hi [Manager Name],

I hope youâ€™re doing well. I need to take a half day off on [Date] to attend [reason]. I will make

sure my work is up to date before I leave.

Thanks a lot!

[Your Name]

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


