Instruction: This is a model letter. Adapt to fit your facts and circumstances.

Return address:
Name
Address Line 1
Address Line 2
City, State Zip Code
Date
Name
School Name
Address Line
City, State Zip Code
Re:  Missed Day at School
Dear Principal
Please excuse Name of Child absence on Date. He/She was ill and could not attend classes.

Thanks so much for your understanding in this matter.

Sincerely,

NAME



