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The full content of this template is available for download to your shopping cart. 

Example content: 

Name 

Address 

Suburb  State  Postcode 

 

Re:  Personal Leave 

 

Dear Contact Name 

 

We refer to your absence from work due to Personal Leave which was authorized for the period [date] to 
[date]. 

 

As your personal leave has now expired etc ........ 


