
**Administrative Leave Letter Outline** 

1. **[Your Name]** 

 - [Your Position] 

 - [Your Department] 

 - [Your Contact Information] 

 - [Date] 

2. **[Recipient's Name]** 

 - [Recipient's Position] 

 - [Company/Organization Name] 

 - [Company Address] 

3. **Subject Line** 

 - Subject: Administrative Leave Notification 

4. **Opening Salutation** 

 - Dear [Recipient's Name], 

5. **Introduction** 

 - Briefly state the purpose of the letter. 

 - Mention the employee's name and position. 

6. **Reason for Administrative Leave** 

 - Clearly outline the reason for the leave (confidential if necessary). 

 - Provide any relevant details or context. 

7. **Duration of Leave** 

 - Specify start date and expected return date. 

 - Mention any possibility of extension. 

8. **Compensation and Benefits Information** 

 - Clarify if the leave is paid or unpaid. 

 - Include details about how benefits will be affected. 

9. **Expectations During Leave** 

 - State any expectations regarding communication or availability during 

the leave. 

 - Mention responsibilities to be covered during absence. 

10. **Contact Information** 

 - Provide a point of contact for any questions related to the leave. 

11. **Closing Statement** 

 - Express understanding of the situation. 

 - Offer support during the leave period. 

12. **Closing Salutation** 

 - Sincerely, 

 - [Your Name] 

 - [Your Job Title] 


