Leave Extension Letter
Houghton Street
London, WC2A 5AE
March 1, 2010
Mr. Martin McKellar
Manager
Stable Appliances, Co.
Re: Application for Leave Extension
Dear Mr. McKellar,
I am currently under medical leave until March 2 due to a surgery I underwent last week for my kidney problem. Unfortunately, I am still feeling weak after a week of hospitalization. My attending physician has not yet cleared me for release and has advised me to one more week of hospitalization for observation.
In this light, I would like to apply for an extension of my leave for one week until March 10 to ensure my full recovery. I have already called my colleagues in the department regarding my condition and they have assured me that they are highly capable of addressing the tasks assigned to my position.
I have attached a copy of my physician’s recommendation regarding my condition.  Please contact me should I need to submit other documents.
Thank you. I hope for your kind consideration.
Sincerely,
Quintin Lawson




