


Date:
To
[The Recipient Name]
Subject: Requesting leave for [X]
Dear Mr./Mrs. (Name of recipient),
I am writing this letter to inform you that I have a fever. Due to this, I am not able to attend work/school. I went to the doctor, and they prescribed (tell how many days of rest they said you need) rest. I need this time to rest so that I can recover and get back to work/school soon and continue with my activities.
I am taking proper medication to recover. Due to this medication, I feel tired and drowsy. I hope to be back at work/school on (tell the date). I have attached the doctor’s note with this letter along with the prescription that he/she has prescribed.
It is my humble request that you consider my situation and give me the leave that I need. I shall be very grateful.
Yours Sincerely,
(Tell your name)
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