Professional Half Day Leave Letter for Appointment

Subject: Half Day Leave Request for Appointment

Dear [Manager Name],

| am requesting a half day leave on [Date] to attend a medical/personal appointment. | have
arranged for my tasks to be handled during my absence and will complete any pending work upon
my return.

| appreciate your understanding.

Sincerely,

[Your Name]

[Your Designation]

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




