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Respected Mr. /Ms. Last Name:

Re: Permission Letter to Leave Early From Office

As you know, I am employed by your company in the capacity of ____________ (job title). According to the employment contract I signed before taking up this job, I have to leave office no earlier than ________ (specify the time).

However, I have suffered _____________ (reveal the exact problem you suffer from), which has necessitated that I see the doctor at _______________ (specify the time), roughly an hour from the stipulated deadline.

In light of this, I ask you to allow me to leave the office earlier than usual. Alternatively, you may alter my shift to the morning hours so that I do not work for fewer durations of time.

Kindly let me know about your stand on this issue within the shortest time possible. I have to notify my doctor beforehand to be able to arrive at an amicable solution.

For any urgent issues, kindly reach me on XXX-XXX-XXXX.
I will be very thankful to you for this offer.
Respectfully,
Signature (hard copy letter)
FirstName LastName
