
Informal leave application for personal matters

Subject: Request for Personal Leave

    Hi [Manager's Name],

    I would like to request leave from [Start Date] to [End Date] for personal reasons. I have ensured

that my work will be covered during my absence.  

    Please let me know if this is acceptable.

    Thanks,  

    [Your Name]

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


