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‘ " Annual leave F{& ‘ Marriage leave I&{R
’ Maternity leave Z{R Paternity leave [SZE(R
Compassionate leave BM{R | Sick leave &{&
’ Casual leave RIFSR | Jury service leave [SE@EER
Parental leave R B{& | Filial leave 81 F 1R

BARIR (sick leave) N -y

1. Morning, | am not feeling well since last night. | would therefore
request you to please grant me sick leave. Thank you!

FR | (FIRBACBERATFR. FAFBINRKR - #5H |

2. Morning, | am suffering from fever since last night, so | am not able
to come to office today. Please grant me a leave for one day.

FE | BWIFRFEEHE SXAELRT - BRAFEFER—X -

BEERIFS{R (casual leave) / E15 (annual leave)

1. lwould like to take a week’s leave from (date) to (date) to attend to
family matters.

BB (B5) 2 (BM) M—2B0BRUEERES -

2. | am writing to request a 10 day leave of absence.
| wish to vacate my post on (date) and plan to return on (date).
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Thank you in anticipation.
BTG -
| would be grateful if you would approve my leave application.
SOPRBLEFRBVIRERERFE - TG+ DR

Example 3
Dear Mary,

| would like to take a week’s annual leave from August 8 to 12 to attend to family
matters. My father has been diagnosed with heart disease and will have to undergo a
surgery on August 9. | wish to accompany and support my father throughout the
surgery, and also to be with my other family members at that time. | will arrange for a
colleague to handle urgent matters while | am out of the office. | would be grateful if
you would approve my leave application.

Best regards,
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