
Medical Leave Letter

Dear [Recipient's Name],

I hope this letter finds you in good health and high spirits. I am writing to inform you that due to

unforeseen medical circumstances, I will need to take a medical leave from work. I am writing this

letter to formally request a medical leave starting from [start date] to [end date], as advised by my

healthcare provider.

I have attached the necessary medical documents and certificates that support my need for the

medical leave. My condition requires me to undergo treatment, which involves rest and recuperation.

The estimated duration of my absence is [number of days/weeks]. I understand the importance of

my responsibilities at work and will do my best to ensure a smooth transition during my absence.

I have already notified my immediate supervisor, [Supervisor's Name], about my situation, and we

have discussed the necessary steps to manage my workload while I am away. I am confident that

my colleagues will provide the support needed to maintain the efficiency and productivity of the team

during my absence.

Please let me know if there are any additional forms or documents required to process my medical

leave. I am more than willing to provide any further information that may be needed to facilitate this

process.

During my absence, I will do my best to remain accessible for any urgent matters that may require

my attention. I can be reached via email or phone, as mentioned above. However, I kindly request

that non-urgent matters be redirected to my supervisor or the designated point of contact in my

absence.

I deeply appreciate the understanding and support extended by the company during this challenging

time. I assure you that I will make every effort to return to work promptly and resume my duties with

renewed energy and commitment.

Thank you for your attention to this matter. I look forward to your positive response and the

opportunity to discuss further arrangements, if necessary.



Yours sincerely,

[Your Name]


