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SUBJECT
Re: Planned Absence – [Employee Name] | [Date Range]
	TO
[Manager / HR Name]
	FROM
[Employee Full Name]
	ABSENCE START
[DD/MM/YYYY]
	RETURN DATE
[DD/MM/YYYY]



Dear [Manager's Name],
Please accept this email as formal notification of my upcoming absence from work. The details of my leave are outlined above.
Reason for Absence
[Please provide the reason for your absence here. You may keep this brief if you prefer, e.g.: annual leave, personal appointment, family matter, medical leave, etc.]
Coverage & Handover
I have coordinated with [Colleague's Name] who will be available to assist with any time-sensitive matters in my absence. All project documentation has been updated and relevant files are accessible at [location/shared drive].
Contact During Absence
I [will / will not] be reachable during this period. For urgent matters, please contact me at [phone / email] or reach [Colleague's Name] directly at [contact details].

Thank you for your understanding. Please do not hesitate to reach out should you have any questions.
Yours sincerely,
[Your Full Name]
[Position]  ·  [Department]  ·  [Company Name]
[Email Address]  ·  [Phone Number]
