MEMO: EMPLOYEE REQUEST FOR LEAVE

Date      
To:      
From:      
Re: Request for leave

Dear [Employee Name]:

This letter is in response to your request for [Insert Time Frame, e.g. Month, Six Months, Etc.] unpaid leave of absence for personal reasons.

I have discussed your request with [Company Representative], and we agree that you should be given the leave at this time in order to get your personal problems resolved.  [Name of Company] is very supportive of you and your past performance in the job and wants to assist you in any way we can.

Your leave of absence will commence [Date] and end on [Date].  During that time, the Company will hire a temporary employee to fill in for you on the job and will guarantee you the same position when you return to work.

Your benefits will continue while you are on leave, but you must send us a check each month to cover your medical plan.  The check should be made out to the Company in the amount of [Amount] and must be received by [Time Frame].

Your service date will remain the same.  However, you will not earn vacation time or receive holiday pay during your absence.

If we can be of assistance to you in planning your leave or if you have any questions regarding your benefits, please call.

Sincerely,

Personnel Director
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