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

Dear Mr. Edward,
I am Alexander Marlow and have been giving my services to your organization for the past three years. I am penning down this letter to take your permission to take leave for seven that will start from the 12th of this month. Last week I had taken leave for one day due to my bad health, but I am not fully recovered yet. For the last four days, I am again suffering from fever and it is becoming difficult for me to concentrate on the work. 
As you know that Covid-19 cases are increasing rapidly, and I have a great chance of being affected. I want to go through a thorough check-up and for this purpose, I want to take leave.
Despite having a sound knowledge about it, it would be foolishness to hand over oneself to this virus by not following SOP’s. As I come to office on daily basis, so, my family can also get affected by this virus due to me. So, for all this reason I want leave for seven days.
Mr. Pasteur can assist you in finishing the project that was handed over to me. It’s almost 95 percent complete. If you want me to complete the project within this week then Mr. Pasteur can do this on my behalf. Otherwise, when I will be back to work then I can resume. I have attached my medical reports signed by the doctor along with this letter and my leave will start from tomorrow onwards. I will inform you if in case I want further leave. 
I hope that you will give a kind consideration to this request of mine give and will me a favor.
Regards,
Christine Alfred
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