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Dear Sir,

My college requires me to go back for graduation thesis oral defense and deal with other graduation issues, so
may | please ask for a leave on 20th,21st,24th,27th May? Thank you for your understanding in advance.

Thanks&Regards,
Dear Mr. / Mrs.O

Because | will have to return to to my university for my dissertation reply and some other things related to my
graduation, I want to ask you for a leave on May 20,21 24 to 27.

Sicerely hope you can give me the permission as soon as possible.
Best wishes.

Sincerely Yours,

Xiao Wang
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Dear mr. i,

I was caught in the rain yesterday and i had a fever last night.i am really not feeling well now. my mom will
take me to see the doctor [ please excuse me for not attending school today thank you!

XXX
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Dear Miss Gao,

Imsorry | cant go to school today. I helped the farmers pick apples with my classmates on the farm yesterday.
Unluckily, I fell off the ladder and hurt my leg, but I wasnt badly hurt. The doctor asked me to stay in bed
and have a good rest. So | ask for leave for two days.

XXX
00o0o0oooo oo
Dear Mr Li,

I” m sorry totell you that | have to ask for sick leave for the whole afternoon class. Becausel have a heavy
headache now and feel very sick. I think I have to ask for sickleave to go to hospital for medicine. I will attend
the next day classes ontime.

Yours repectful,
Tim
ggoooono oo
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Dear ms.xxXx,

I would like to know if | could ask for a casual leave of absence from youroral english class this wednesday
morning.

Yesterday evening | got a phone call from my cousin, who is now running asmall firm in suburbs of this city
[0 He needs an interpreter for two days butcannot find the most reliable person, so he wants me to have a
try. Personally O | regard this as a golden opportunity to put what I have learned in your classinto practice,
but I need your permission of absence [ If you think | may go andhelp him get over the difficulty,l am
confident that I Il do a good job andboth of us will grateful.

Earnestly yours
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