
Vacation Letter

Recipient

To whom it may concern,

I am writing to formally request my Annual Leave Allowance for a total of

__________________ days. The reason for this request is __________________. This will be

effective on this day __________________ until this day __________________.

My commitments and responsibilities will be turned over to my team and colleagues as

of today.

All other urgent meeting agendas will be forwarded to me via email, so I can delegate time

to answer promptly given urgent matters that arise. My contact number abroad will be

provided to my team so they can reach me so I can attend to urgent matters, and not

further delay due to my absence.

I understand that the approval of my request might take days to be approved, that is why I

am submitting this ahead of time. I am sincerely hoping to be approved for I am an

employee with an outstanding record and commitment to this company.

I am hoping for your most kind consideration.

Thank you and regards,

Automatically create polished, fillable and signable documents Clone the document for free!

https://www.jotform.com/pdf-templates/vacation-letter/clone?utm_source=pdf_footer_branding&utm_medium=pdf&utm_campaign=ch_fillable_pdf&utm_content=branding_page_1


Learn More About Jotform PDF Products
Jotform offers powerful PDF solutions. Check them out below.

Jotform PDF Editor

Turn form submissions into PDFs automatically ready to
download or save for your records.

jotform.com/products/pdf-editor/

Smart PDF Forms

Convert your PDF files into online forms that are easy to
fill out on any device.

jotform.com/products/smart-pdf-forms/

Jotform Sign

Collect e-signatures with Jotform Sign to automate your
signing process.

jotform.com/products/sign/

These templates are suggested forms only. If you're using a form as a contract, or to gather personal (or personal health) info,
or for some other purpose with legal implications, we recommend that you do your homework to ensure you are complying

with applicable laws and that you consult an attorney before relying on any particular form.

This document is a PDF copy of Vacation Letter template. You can
edit it with Jotform Sign and convert to an eSign document with
Jotform Sign.

Edit PDF

Learn More About Jotform PDF Products
Jotform offers powerful PDF solutions. Check them out below.

Jotform PDF Editor

Turn form submissions into PDFs automatically ready to
download or save for your records.

jotform.com/products/pdf-editor/

Smart PDF Forms

Convert your PDF files into online forms that are easy to
fill out on any device.

jotform.com/products/smart-pdf-forms/

Jotform Sign

Collect e-signatures with Jotform Sign to automate your
signing process.

jotform.com/products/sign/

These templates are suggested forms only. If you're using a form as a contract, or to gather personal (or personal health) info,
or for some other purpose with legal implications, we recommend that you do your homework to ensure you are complying

with applicable laws and that you consult an attorney before relying on any particular form.

This document is a PDF copy of Vacation Letter template. You can
edit it with Jotform Sign and convert to an eSign document with
Jotform Sign.

Edit PDF

https://www.jotform.com/products/pdf-editor/?utm_source=jotform&utm_medium=pdf_last_page&utm_campaign=ch_fillable_pdf&utm_content=display_url_pdf_editor
https://www.jotform.com/products/smart-pdf-forms/?utm_source=jotform&utm_medium=pdf_last_page&utm_campaign=ch_fillable_pdf&utm_content=display_url_smart_pdf_forms
https://www.jotform.com/products/sign/?utm_source=jotform&utm_medium=pdf_last_page&utm_campaign=ch_fillable_pdf&utm_content=display_url_sign
https://www.jotform.com/pdf-templates/vacation-letter?utm_source=jotform&utm_medium=pdf_last_page&utm_campaign=ch_fillable_pdf&utm_content=hero_pdf_title
https://link.jotform.com/WWKlALx4BS?utm_source=jotform&utm_medium=pdf_last_page&utm_campaign=ch_fillable_pdf&utm_content=hero_product_sign
https://www.jotform.com/pdf-templates/vacation-letter/clone?utm_source=jotform&utm_medium=pdf_last_page&utm_campaign=ch_fillable_pdf&utm_content=hero_edit_pdf

	id-1293113334: 
	id-1877113794: 
	id-2449516125: 
	id-3138382173: 
	id-4118900458: 
	id-4236228503: 
	id-4623222148: 
	id-5000493147: 
	id-526137207: 
	id-5451166720: 
	id-5462775773: 
	id-5522893361: 
	id-5599758771: 
	id-6337144549: 
	id-7623620781: 
	id-8192661611: 


