How to use: replace every highlighted [bracket] with your details, then delete this note and the checklist at the bottom.
Date: [DD Month YYYY]
To: [Manager's name, designation]
Cc: [HR manager's name]
Subject: One-Day Leave Request, [date]

Dear [Mr./Ms. Surname],
I request one day of leave on [date] to [attend a medical appointment / handle a personal task]. [Colleague's name] will cover [tasks]. I will be back on [next working day].
Sincerely,
[Name]
Before you send (delete this section)
1. Inform your manager in advance when you can.
1. Name the person covering urgent tasks.
