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[Date]
To: [Recipient Name]
[Street Address] [City, ST ZIP Code]
Dear [Recipient Name], It is to inform you that your leave extension of [X] days from [DATE] to [DATE] has been approved by the management due to the circumstances you are facing. You are requested to sign this letter for approving the fact that you will not be requesting any short leaves for 3 months after this extended leave and you will be ordained to inform your supervisor for any financial or physical assistance by the company in these days.
Kindly provide us with your contact details if changed meanwhile and do provide the company with your performance details of the current month.
Kindly, be on time after the leave extension and keep in contact with your supervisor for assistance. Thank you!
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Kindly, be on time after the leave extension and keep in contact with your supervisor for assistance. 
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