
HOW TO WRITE ANNUAL LEAVE LETTER SAMPLE

The letter should be formal and concise. The letter should mention the dates of absence.

You may also need a leave request email if you are in a remote location and have no access to the company
application system. Make sure that there is someone to cover for you while you are not there or at least ensure
that all of your tasks are completed. Basically, there are only three ways to request for a leave. Unpaid leaves
should be approved much prior by the head of the department. Usually, there is a good reason for rejecting
your leave request, so stay calm and try to understand the problem. You may still write an email to your
manager even in this case. This step may even be done in verbal by simply talking to your manager. Leave
request as preliminary approval Sometimes the leave request itself is written just to get a preliminary approval
before filling the actual leave application. A clinical report may be required depending on the company policy.
It very important to give your employers enough time to cope with your absence. Send a leave request letter. I
am really sorry for the very late notice, but I did not plan for this urgent and unforeseen situation. When to
Apply for an Unpaid Leave? Setup an auto-reply message. Provide a clean and comprehensive handover
alongside the reference that you wrote in step one. Every employee is entitled to a certain number of annual
paid leave days that may be taken together or in chunks. After you have given your manager an overview of
the reason for your leave request, you need to take care of all the formalities. Employers and managers always
prefer to be dealt with respect. Consider these options before you apply. Send a simple email to your manager
thanking them for approving your leave. If your company has a system to apply for leaves, then you should
follow the procedure and make use of the system. I need to start preparing, so I will be really grateful if you
can give me the green light at the earliest. I am sorry for the short notice but [my sister waited until the last
minute to announce her wedding date]. Types of leaves Annual leave: the most common of all leaves. Nobody
likes surprises. Most likely this will be transferring and your work and ensure your substitute is ready to start
working on your tasks during your absence. Your leave has been approved, what to do next? Be upfront about
it. Before you embark on the task of writing your leave request, note down the below information: The type of
leave The reason for the leave if not annual Leave start date Last day in office before going on leave The First
day in office after returning from leave Number of days of your leave Number of actual working days The
name and position of the person who will cover for you. Compensatory leave: a leave granted in compensation
for excess worked hours or days. Send an email or letter to your manager or the HR department. X] will cover
for me during my absence and will temporally assume my duties. The last thing you want is someone calling
you during the vacation to ask about some work-related issue. Before you start writing a leave letter, be sure
about the kind of letter you are going to write. Unpaid leaves affect your payroll, as the company deducts your
salary accordingly. It is very important to think of the gap that your departure will create.


