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Dear Recipient,
As you have already been informed about my accident yesterday, I seek your permission to work from home for a week till my injuries heal completely. I am aware of the workload at the office. It is, therefore, not feasible to take leave at this moment. 
I will be in correspondence with Mr. Meezo through phone and email regarding the ongoing project. I will also brief my assistant on a daily basis to make sure our monthly feasibility report is completed on time.
[bookmark: _GoBack]I have attached my medical certificate for reference. I am grateful to you for your support. 

Thank you.
Your Name
Title
Email
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