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Subject: Leave application due to the illness of family member
Dear Mr./Mrs. {Recipient’s Name},
I am writing this letter to let you know about my requirement for an important and unexpected leave. This is because of an emergency in the family. We have just got the news that my sibling has been diagnosed with dengue. I will be quickly heading to the hospital to be with her and look after the family.
I plan to return to work next week on {date}. I feel confident that my current projects are not going to suffer from such a quick absence and that my work record speaks for itself as much as my ability to make up for lost time.
I appreciate your support in this matter and anticipate hearing a response from you.
Yours sincerely,
{Your Name}

