
Dear [Manager's Name], 

I hope this message finds you well. I am writing to inquire about my current annual leave 

balance. As I plan for the upcoming months, I would like to understand how many leave days I 

have remaining. 

Thank you for your assistance. I appreciate your help in providing this information at your 

earliest convenience. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


