


Date:
To
[The Recipient Name]
[Designation]
Dear (Recipient’s Name),
I am (state your name) in class (tell which class you are in). I am writing this letter to inform you that I need to be off school on (give the date). The reason for this is that I need to get my (tell which vaccination you need to get done) done.
This vaccination is only being put during school hours therefore I need to take time off school. I apologize for any inconvenience. I will catch up on any work that I will miss during this time.
I have attached proof of the vaccination occurring on this date with the letter.
If you have any queries you can contact me at (give your number). Thank you for considering this letter.
Yours sincerely,
(State your name)
(Your class)
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