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: Casual Leave Request, [date(s)]

Dear [Mr./Ms. Surname],
I request casual leave on [date(s)] for a [personal / family] matter. I will resume work on [return date].
[Colleague's name] will handle [tasks] in my absence. My leave address is [address], and I will answer urgent calls on [phone number].
Thank you for your consideration.
Sincerely,
[Name, Designation]
Before you send (delete this section)
1. Keep the reason to one line.
1. The Labour Act gives 10 days of casual leave a year with full wages. Unused days do not carry over.
1. Check your company leave policy for any limit on consecutive casual days.
