[Recipients Name]
[Address line]
[State, ZIP Code]
[Subject: Normally bold, summarizes the intention of the letter] -Optional-
Dear [Recipients Name],
I have approved your leave request for April 28 on May 16. Since you will be gone for some time, please make sure to instruct Olivia on what to do during your absence. Also, kindly ensure that she has access to all the necessary files for your accounts. Thank you! Have an enjoyable trip!
Sincerely, 

[Senders Name]
[Senders Title] -Optional-
[Enclosures: number] -Optional- 
cc: [Name of copy recipient] -Optional-
