To
[The Recipient]
[Designation]
Subject: Leave permission due to illness

Dear Mr. Edward,
Hope you find this letter in safe and sound health. I am Louis and currently providing my services in your organization for the manager executive post for the last five years. In these years I remember that I had hardly taken any unlearned leave except for those when needed. I am writing this letter to take your permission to take leave for two weeks that will start from 27-08-20XX to 12-09-20XX and I will join back after two days.
I had discussed verbally the problem with you that due to fever my health is getting down gradually. Due to a hectic routine in the office, it became difficult for me to find time out for myself to go for checkups and consulting a doctor. Thus, this thing has weakened and affected my health badly and it is becoming difficult for me to devote myself fully to work. Moreover, I got fainted on Monday and after having a checkup my consultant has suggested to me three days’ rest. I am warned by my consultant that any negligence in this regard can have a drastic impact on my health. Therefore, I request you to give me permission for two days' leave.
I have affixed the prescription signed by the doctor with this letter and my leave will start from tomorrow onwards. I will inform you if in case I want further leave. Most probably, I will be back to my work after two days. If you want me to hand over my work to someone else during my absence, then you can tell me. Mr. Sidney has a better understanding of my work as during his absence he had hander over his unfinished projects to me. I am hopeful that he will give me a favor. 
In case if you have further queries, you can ask, I will remain available on my email. Hope that I will be given kind consideration regarding taking leave. Your permission would be of great help to me. Waiting for a positive reply from you!
Regards,
Sidney Carton
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