
Official corporate-style leave approval

Subject: Corporate Leave Approval Notification

    Dear [Employee Name],

    Your leave request for the period [Start Date] to [End Date] has been officially approved by

management. Please ensure that all critical tasks are delegated to the appropriate team members

before your departure.

    Kindly acknowledge receipt of this letter.

    Sincerely,  

    [Manager Name]  

    [Position]  

    [Company Name]

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


