
Informal Leave Extension Note

Subject: Can I Extend My Leave?

Hey [Manager's Name],

Hope you're doing good. Just wanted to check if I can extend my leave a few more days until [new

end date]. Some personal stuff came up and I need a little extra time.

Thanks a ton!  

[Your Name]

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


