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0000000 Asking for sick leave written by oneself (Sept. 17,
2004)Dear teacher [Zhang], | am very sorry to apprise you that | am
unable to attend school today owing to a [stomachache]. | enclose
doctor’ s certificate and ask you for sick leave of [two] days. Your
student[Li Ming]Encl. : Doctor’ s certificate for sick leave[J 11 [
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OO0002. 0000000 Asking for sick leave written by
someone else[Oct. 8, 2004]Dear [Miss Willams],Please excuse
[Kate]' sabsence from school [this morning]. [She] coughed a lot
and had a high fever at [9 last night] and could not fall asleep until
[midnight]. I felt it would not have been fair to the other children to
allow [her] to attend school. So | am writing to ask you for [two]
days’ sick leave and will let [her] resume [her] study if [she] feels
better [the day after tomorrow]. Yours respectfully,[00 OO O O O ]O
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O[]0 003 000 Asking for an extension of leave Prof.
[Huang],l am still lying in bed with the [flu] and unable to get up. |
enclose a certificate from the doctor who is attending on me, as [she]
fears it will be another [two] days before I shall be able to resume my
study. Please give an extension of leave for as many days.Your
student,[Li Ming]Encl . : Doctor’ s Certificate of Adviceld [0 [ [
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O OO 00O Teacher sreplyDear [Alice],Your [mother] tells me
you have the [mumps] and must be absent for [half a month]. There
are several others in the same condition. Do be careful while you are
ill. Don’ tthink of doing any homework. We’ Il have reviews
when the sick ones all return. You can watch television or listen to
radio programs to help pass the time while you recuperate. | asked
(Sue) to bring you several [pop music tapes], as [she] said you have a
[tape-recorder] at home. | think you might find them nice. We all
miss you and shall be happy when you return.Yours truly,[J O [ [
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