Request Time Off — Email Template
Template 2: Semi-Formal / Standard
Best for: Most office environments with a friendly but professional culture.

Subject:
PTO Request: [Start Date] – [End Date]
Body:
Hi [Manager's Name],

I'd like to request [X] days of PTO from [Start Date] through [End Date].

I'm planning to use this time for [brief reason, e.g., a family trip / some personal
errands / rest and recovery]. I've checked the team schedule and don't see any
conflicts, but please let me know if anything comes up.

Before I leave, I'll make sure to:
  •  Wrap up [specific task/project]
  •  Brief [Colleague's Name] on anything that may need attention
  •  Set up an out-of-office auto-reply

Happy to discuss if you'd like to chat before approving.

Thanks so much!
[Your Name]
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