Angela Plummer
2440 Glory Drive
Waterford, Pa 16441
January 8, 2025
Matt LaVerde
Director 
Erie County Technical School 

Subject: Notification of Medical Leave for Surgery
Dear Mr. LaVerde,
I am writing to notify you of an upcoming surgery that is medically necessary and cannot be delayed until the summer. The procedure is scheduled for February 13, 2025, and my physician has advised a recovery period of six weeks, with the possibility of being cleared to return earlier depending on my medical progress. I am seeking approval for a short-term leave of absence. 
During my time off, I intend to utilize my available time off, which includes four personal days and two sick days. 
I assure you that I will provide any required documentation, including medical excuses from my healthcare provider, and will keep you updated on my recovery progress and any changes to my return-to-work timeline.
Thank you for your understanding and support during this time. Please let me know if there are any additional forms or procedures I need to complete prior to my leave.
Sincerely,
Angela Plummer
814-434-0416

