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Sample Letter
You are Ajay Sharma a student of class V-B .You are unable
to attend school for 3 days as you are unwell. Write a Formal
Letter to the Principal of your school to grant you leave for
the same.

Ajay Sharma

Class-V-B

Indian School Al Wadi Al Kabir
Muscat

15t May, 2023

The Principal,
Indian School Al Wadi Al Kabir
Muscat

SUBJECT: Application for Sick Leave
Respected Sir,

This is to inform you that I am a student of Class V-B in your school.
I am not feeling well today as I am suffering from severe throat
infection and fever. The doctor has advised me rest for three days. So,
I will be unable to report to school from 16.5.23 to 18.5.23.

Hence I request you to grant me leave for three days.

I hope you understand and consider my application. I shall complete
all my pending assignments on my return.

Thanking You,
Yours sincerely,

Ajay Sharma
Class: V-B
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