Request Time Off — Email Template
Template 3: Casual / Startup-Friendly
Best for: Remote teams, startups, or workplaces with an informal communication style.

Subject:
Taking some time off — [Date Range]
Body:
Hey [Manager's Name],

Heads up — I'm planning to take [X] days off from [Start Date] to [End Date].

[Optional: Quick context — e.g., heading out of town with family / need a reset week /
dealing with a few personal things.]

I'll have everything sorted before I go and will loop in [Colleague] on anything open.
I'll set up an out-of-office and check Slack occasionally if something's urgent.

Let me know if that timing doesn't work!

Thanks,
[Your Name]
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