
Urgent Leave Request Form
Use this leave request form sample to quickly apply for urgent leave with all necessary details clearly outlined. Designed
for efficiency, it ensures your request is processed smoothly and timely. Perfect for unexpected situations requiring
immediate time off.

Full Name:

Employee ID:

Department:

Reporting Manager:

Type of Leave:
-- Select --

Leave Dates (From - To):
e.g. 2024-07-01 to 2024-07-03

Urgency Reason / Additional Details:
Briefly state the reason for urgent leave

Contact Information during Leave:
Phone or Email

Date of Request:

Submit Leave Request
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