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From
[The Doctor’s Name]
[Qualification]
Sub: Official leave letter
I am (mention your name), working in the ICT department of the company. My employee ID is 434. With this letter, I would like to request you to please allow me to go on leave for 3 days. I need this leave because I have a very important appointment with the dermatologist for the skin allergy I have been suffering from for many days. My doctor's appointment is in another city.
As per my employment contract, I am entitled to 10 annual leaves. Since I have availed only 2 of them, I am entitled to the leave of 3 days. I am aware of how important it is for me to be at the workplace for performing my job duties. However, I must attend that appointment as I have been waiting for it for many days.
I have completed the work for the next 3 days and handed it over to the manager. I hope that there will be no problem due to my absence. However, if you need to reach out, you can contact me on 63423 for discussing any work-related matter with me. Thank you so much for your cooperation.
Doctor’s Name
Name of the department of practice
Signature
[DATE]
[Date]
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