Creating a sabbatical leave request involves a respectful and
strategic approach, clearly outlining your intentions for the
leave and its potential benefits. This guide provides a free
template for a sabbatical leave request, along with an example
that precisely matches the template. The guide also includes
essential considerations and advice for crafting your request.

Intent and Advantages of Sabbatical Leave
Request

 Request for Extended Leave: Apply for an extended break
from work for personal or professional development.

- Explain Reasons for Sabbatical: Share your rationale for
taking a sabbatical and how it aligns with your long-
term goals.

= Plan for Work Absence: Suggest how your responsibilities
will be managed during your absence.

 Commitment to Return: Reiterate your intention to return
to your position post-sabbatical.

Essential Elements of a Sabbatical Leave
Request Letter

Introduction: State your current role and the purpose of your
request.

Rationale for Sabbatical: Articulate your reasons for seeking
a sabbatical.

Duration and Timing: Specify the length and proposed dates of
your sabbatical.

Work Coverage Strategy: Offer a plan to ensure your
responsibilities are covered.



Reaffirmation of Commitment: Confirm your intention to return
to your role after the sabbatical.

Conclusion: End with a request to discuss the proposal
further.

Advice for Drafting a Sabbatical Leave
Request Letter

Clarity in Proposal: Clearly state the duration and purpose of
your sabbatical leave.

Professional and Respectful Tone: Maintain a tone that
respects the employer’s needs and your professional
commitments.

Emphasize Mutual Benefits: Highlight how the sabbatical can
positively impact your contribution to the company.

Proactive Planning: Address how your work will be managed in
your absence.

Attention to Detail: Ensure your letter is well-composed, free
from errors, and matches your proposal’s intent.

Sabbatical Leave Request Letter Template

[Your Name]

[Your Position]

[Your Company]

[Company Address]
[City, State, Zip Code]
[Email Address]

[Phone Number]

[Date]

[Manager’s Name]
[Manager’s Position]



[Company Name]
[Company Address]
[City, State, Zip Code]

Dear [Manager’s Name],

I am writing to formally request a sabbatical leave from my
position as [Your Position] at [Company Name]. After careful
consideration, I have decided to pursue [state your sabbatical
purpose, such as personal development, educational
opportunities, volunteer work].

I propose to begin my sabbatical on [Start Date] and return on
[End Date]. During this period, I plan to [briefly describe
what you plan to do and how it will benefit you and the
company] .

To ensure a smooth transition, I have developed a plan for my
absence, which includes [outline how your responsibilities
will be managed, such as delegating tasks to colleagues or
training a temporary replacement]. I am committed to ensuring
that my duties are covered comprehensively during my
sabbatical.

I am deeply committed to my career at [Company Name] and fully
intend to return to my role with new insights and experiences
that will contribute to our team. I believe this sabbatical
will not only be beneficial for my personal and professional
growth but also bring fresh perspectives to our work.

I appreciate your consideration of my request and am available
to discuss this proposal in more detail at your earliest

convenience.

Thank you for considering my application for sabbatical leave.
I look forward to our discussion and am hopeful for a
favorable response.

Sincerely,

[Your Signature (if sending a hard copy)]



[Your Printed Name]

Example Letter Matching the Template

Anna Lee

Graphic Designer

Creative Solutions

789 Art Street

Design City, DC 12345
anna.lee@creativesolutions.com
(555) 321-9876

May 20, 2024

Michael Scott
Creative Director
Creative Solutions
789 Art Street

Design City, DC 12345

Dear Michael,

I am writing to formally request a sabbatical leave from my
position as Graphic Designer at Creative Solutions. After
careful consideration, I have decided to pursue advanced
studies in design and illustration, which I believe will
significantly enhance my skills and contribute to our team’s
creative capacity.

I propose to begin my sabbatical on September 1, 2024, and
return on March 1, 2025. During this period, I plan to enroll
in an intensive design course and participate in a series of
workshops and seminars. These opportunities will allow me to
deepen my expertise and bring innovative design techniques and
ideas back to our team.

To ensure a smooth transition, I have prepared a comprehensive
handover plan, including delegating ongoing projects to my
colleagues Emily and John, and preparing detailed project
briefs and timelines to assist them during my absence. I am



committed to ensuring that all my responsibilities are covered
thoroughly during my sabbatical.

I am deeply committed to my career at Creative Solutions and
fully intend to return to my role with enhanced skills and
fresh perspectives. I am confident that this sabbatical will
not only be beneficial for my personal and professional growth
but also positively impact our creative projects.

I appreciate your consideration of my request and would
welcome the opportunity to discuss this proposal further at
your earliest convenience.

Thank you for considering my application for sabbatical leave.
I am looking forward to our discussion and am hopeful for a
favorable response.

Sincerely,

Anna Lee



