


To
The Recipient Name
Designation
Company Name
Subject: Emergency Leave for Medical Treatment
Dear (name of the employer),
With due respect, I am writing this letter to inform you that I have recently been diagnosed with a serious medical condition. (Tell what the condition is. You should let the reader know why the illness is serious). The doctor has advised me to rest and recover so that I can feel better. (If one of your family members has experienced an urgent medical issue, you will tell it here).
I plan to come back to work (give the date when you can arrive at work). (State the reasons why you need to remain away from work for this amount of time).
I have told my colleagues of this situation and am sure that the company will not face any issues due to my absence during this time. I am available on call at (state the number), at any time if you need me.
Thank you for your consideration. I hope to get a positive response.
Sincerely,
Employee’s signature
Print the name of the employee
Designation of employee
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