To: Senior Manager
KFC UK
Saddar Branch, Auckland.
Subject: Letter to excuse for being absent.
Respected sir, I hope this letter finds you in good health. With due respect, it is stated that my name is [X] appointed as a marketing manager in this branch for the last 6 months. I am writing this letter to inform you about my current state of mind and my distorted physical well-being.
It has been a while since I started feeling dizzy especially during the long shifts of day time. I decided to have a check-up and visited a physician yesterday. The doctor suggested I must get an X-ray and an ultrasound test done. Today the doctor deduced that I am having the issue of low blood pressure and severe dehydration levels. Moreover, my hemoglobin level was very low as well. Hence, he recommended me some medicines, some precautionary measures along with suggesting bed rest for at least 3 days.
I know that this week was to be challenging in every way as we were expecting an inspection team including health officials and the franchise owners. I had been given the target of marketing and advertisement on a larger scale to improve our sales overall especially for the upcoming week but unfortunately, my health is not cooperating with me. However, I aim to meet all my assigned tasks as soon as I recover in the next week probably.
I have already tried my best to achieve the target halfway through. Nevertheless, it seems to be nearly impossible to complete all those tasks today and in two days due to my failing health. This is the main reason behind my absence today from the office and I am afraid I will not be able to make it to the office for the next couple of days too.
If you feel that my remaining assigned tasks should be completed in the given time still, my assistant manager has a predefined list of tasks to be done in order to achieve my marketing goals before the inspection team arrives. My assistant would look into the matters till the time I am unable to attend the office.
Hence, I request you to grant me sick leave for 3 days from 19th July till 21st July. I will try my best to get back to work as soon as I feel better. I would be greatly obliged for your due cooperation with me in this regard. Moreover, I am attaching the doctor’s certificate that I had been issued with, which will give you a better understanding of my current situation.
Thanking you.
Yours respectfully,
Habiba Faisal
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