
Preliminary Leave Extension Request

Subject: Preliminary Request for Leave Extension

Dear [Manager's Name],

I am currently on leave and wanted to notify you in advance that I may need an extension beyond

[original end date] due to [reason]. I will confirm the exact duration as soon as possible.

Thank you for your consideration.

Best regards,  

[Your Name]

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


