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	SUBJECT LINE
Absence Notification – [Your Name] – [Dates]



	To:
	[Manager's Name / HR]

	From:
	[Your Full Name]

	Date:
	[Today's Date]

	CC:
	[HR Department / Team Lead]



Dear [Manager's Name],
I am writing to inform you that I will be absent from work on [Start Date] through [End Date], totalling [X] working days.
Reason for absence: [Brief reason — personal leave / medical / family matter / vacation]
During my absence, I have made the following arrangements to ensure continuity:
[Colleague's Name] will be the point of contact for urgent matters.
All pending tasks have been documented and are up to date.
An out-of-office reply has been set up with relevant contact details.
Please don't hesitate to contact me if you require any further information prior to my leave.
Kind regards,
[Your Full Name]
[Job Title]  |  [Department]
[Email]  |  [Phone]
