
Professional leave request for vacation

Subject: Vacation Leave Request

    Dear [Manager's Name],

    I am writing to request leave from [Start Date] to [End Date] for vacation purposes. I have

completed pending assignments and briefed my colleagues to ensure smooth workflow during my

absence.  

    I would appreciate your approval for this leave.

    Regards,  

    [Your Name]

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


