
Half Day Sick Leave Application for Office

1. Medical Appointment Application for Half Day Leave in
Office

To,
The Manager,
�Company Name],
�Office Address],
�City, Pincode]

Subject: Medical Appointment Application for Half Day Leave

Respected Sir/Madam,

I am writing to inform you that I have a scheduled medical appointment on
�Date] at �Time] with Dr. �Doctor's Name] at �Hospital/Clinic Name]. My
appointment is crucial as it is a follow-up to my previous medical consultation,
and I need to discuss my test results and ongoing treatment with the doctor.

Therefore, I kindly request you to grant me half day leave on �Date] to attend
this appointment. I assure you that I will complete all my pending tasks before
leaving, and if necessary, I will be available via phone or email in case of any
urgent work-related queries.

I hope you will understand the importance of this medical appointment and
grant me the required half day leave. I look forward to your kind approval.

Thanking you.

Yours sincerely,

�Your Name]
�Employee ID�
�Designation]
�Department]
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2. Half Day Leave Application for Migraine Relief in Office

To,
The Manager,
�Company Name],
�Office Address],
�City], �Postal Code],
�Date]

Subject: Half Day Leave Application for Migraine Relief

Respected Sir/Madam,

I am writing this application to request your kind approval for a half-day leave
today, �Date], as I am suffering from a severe migraine attack. The pain has
escalated to an unbearable level, and I am finding it extremely difficult to
concentrate on my work and perform my duties effectively.

I have taken some pain-relief medication, but it requires some time to alleviate
the excruciating pain. A few hours of rest would significantly help in recovering
from this migraine attack and resuming work in a better state of health.

Therefore, I kindly request you to grant me half-day leave today, �Date],
post-lunch. I assure you that I will make up for any pending tasks and will catch
up on the work missed during my absence.

I hope you will consider my situation and approve my leave request at the
earliest.

Thanking you in advance.

Yours sincerely,

�Your Name],
�Your Designation],
�Department],
�Employee ID�
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3. Office Half Day Sick Leave Application for Allergies or
Asthma

To,
The Principal/Manager,
�Institution/Company Name],
�Address],
�City],

Subject: Half Day Sick Leave Application for Allergies or Asthma

Respected Sir/Madam,

I hope this letter finds you in good health. I am writing to inform you that I am
suffering from allergies/asthma, and my condition has worsened today. Due to
my health issue, I am unable to attend the office today for the entire day.

As per my doctor's advice, I need to avoid exposure to dust and pollution, take
proper medication, and get some rest to recover from this situation. Therefore,
I kindly request you to grant me half-day leave for today, so that I can take care
of myself and ensure a speedy recovery.

I assure you that I will complete any pending work or assignments on my return,
and I will not let my absence affect the office work.

Thanking you in anticipation.

Yours sincerely,

�Your Name],
�Your Designation],
�Department],
�Employee ID (if applicable)],
�Contact Information]

4. Dental Emergency Half Day Sick Leave Application for
Office
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To,
The Manager,
�Company Name],
�Office Address],
�City],

Subject: Dental Emergency Half Day Sick Leave Application

Respected Sir/Madam,

I am writing to inform you that I am experiencing a severe toothache since last
night, which has rendered me unable to focus on my work today. It seems to be
a dental emergency, and I need to visit a dentist for immediate treatment.

Therefore, I kindly request you to grant me a half day leave today, �Date], to
see the dentist and get the necessary treatment. I assure you that I will
complete my pending tasks as soon as I return to the office.

I apologize for any inconvenience this may cause and appreciate your
understanding in this matter.

Thank you.

Yours sincerely,

�Your Name],
�Your Designation],
�Department]

5. Application for Half Day Leave for Mental Health Break
in Office

To,
The Manager,
�Company Name],
�Company Address],

Subject: Application for Half Day Leave for Mental Health Break
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Respected Sir/Madam,

I am writing to kindly request a half day leave on �Date] to take a mental health
break. I have been experiencing significant stress and anxiety due to personal
issues and an increased workload. As it is affecting my productivity and overall
well-being, I believe it is essential for my mental health to take a short break.

I assure you that I have delegated my responsibilities to a colleague and have
made all the necessary arrangements to ensure that my absence does not
disrupt the workflow or cause any inconvenience to the team.

I kindly request you to please consider my application and grant me the
half-day leave. I will be available on my phone for any urgent matters, and I
assure you that I will resume work with renewed energy and focus upon my
return.

Thank you for your understanding and support.

Yours sincerely,

�Your Name]
�Designation]
�Employee ID�
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