How to use: replace every highlighted [bracket] with your details, then delete this note and the checklist at the bottom.
Date: [DD Month YYYY]
To: [Manager's name, designation]
Cc: [HR manager's name]
Subject: Sick Leave Request, [start date] to [end date]

Dear [Mr./Ms. Surname],
My doctor has advised [X] days of rest, from [start date] to [end date], because of [fever / viral infection]. I have attached the medical certificate.
[Colleague's name] will cover [tasks]. I am at [address] and can answer urgent questions on [phone number]. I expect to return on [return date].
Sincerely,
[Name, Designation]
Before you send (delete this section)
1. Attach the certificate from a registered medical practitioner. The Act allows sick leave only after such an examination.
1. If you fall ill in the morning, phone or message your manager first, then send this application.
1. Describe the condition in a few words. Leave the detail to the certificate.
