	Employee Absence Email
Template  03  —  General Purpose



Subject:  Absence Notification – [Your Name] – [Date Range]
	To
[Manager / HR Name]
	
	From
[Your Full Name]

	
	
	

	Start date
[DD / MM / YYYY]
	
	Return date
[DD / MM / YYYY]

	
	
	



Dear [Manager's Name],
I hope this message finds you well. I am writing to let you know that I will be taking a leave of absence from [Start Date] to [End Date] inclusive.
	Reason for Absence
[Describe the reason briefly. Examples: planned vacation, personal matter, family
commitment, medical appointment, or any other relevant reason.]



	Work Coverage Plan
I have arranged for [Colleague's Name] to cover any urgent responsibilities.
All ongoing work has been documented and shared with the relevant team members.
An out-of-office email response will be active during this period.



	Contact Information
Availability: [Available / Not available during leave]
Emergency contact: [Phone number or personal email if needed]
Backup contact: [Colleague's Name] – [Their email / phone]



Thank you so much for your understanding. I will ensure a smooth transition before my departure and will be fully available upon my return.
Warm regards,
[Your Full Name]
[Job Title]  |  [Department]
[Email]  |  [Phone]  |  [Company]
