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{SCHOOLNAME}
Dear {S TAFFNAME}

This letter is to inform you about the sick leave balance.

Date as at {DATEASAT}
Balance: { SICKLEAVEBAL}

As:

Thank you for your attention.
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{SCHOOL NAME}

Dear {S TAFFNAME)}

This letter is to inform you about the substitution arrangement.

Date(Week/Cycle Day): {SUBSDATE} ({WEEK/CYCLEDAY?})
Lesson: {LES SON}

Classroom: {CLAS SROOM}

ClassCode: {ClassCode}

Subject: { Subject}

AE:

Thank you for your attention.

(B == (57
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