Subject: Sick leave email for COVID positive
Dear Mr. Ryan Olson,
I am writing to inform you that I have been diagnosed with Covid-19. I have been feeling dizzy and unwell for the past two days and I took a few tests yesterday which included the test for Covid-19 too.
Unfortunately, it came out positive. I have attached my test results and doctor's note with this email for your reference.  I will be in quarantine for the next two weeks or until the infection clears and the test comes out negative. I have advised all the people I have been contacted with for the last couple of days, to take the test too.
I will be available to work from home and will stay in touch with my team members over email and zoom meetings. I have already discussed the matter with my teammates and advised them to go ahead with the work in my absence.
I will be on duty from home as per the previous schedule which is 9 am to 5 pm. In case there is an urgent issue, I can be contacted through my landline number which is [X] after 5 pm as well. I assure you that the pace of our work will not be affected, and we will be able to meet the deadline of our project.
I apologize for the inconvenience and hope that we will be able to work this out together.
Thank you for your consideration
Yours respectfully,
Ashley John.
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