Heartfelt Half Day Leave Email

Subject: Request for Half Day Off

Dear [Manager Name],

| hope you are doing well. | need to take a half day off on [Date] for a personal matter that requires
my immediate attention. | will ensure all pending work is managed and my absence causes minimal
disruption.

Thank you for your support.

Warm regards,

[Your Name]

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




