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MACROBUTTON DoFieldClick [Your Name]
MACROBUTTON  DoFieldClick [Street Address]
MACROBUTTON  DoFieldClick [City, ST  ZIP Code]
July 26, 2007
MACROBUTTON  DoFieldClick [Recipient Name]
MACROBUTTON  DoFieldClick [Title]
MACROBUTTON  DoFieldClick [School Name]
MACROBUTTON  DoFieldClick [Street Address]
MACROBUTTON  DoFieldClick [City, ST  ZIP Code]
Dear MACROBUTTON  DoFieldClick [Recipient Name]:

I am writing to inform you that Cynthia will be absent from school from December 12 through 14. She will be attending the funeral of her grandmother with the rest of our family.

Our aim is that this absence from class not affect Cynthia’s academic performance. Please let me know if she will need to complete any assignments before she leaves. My wife and I will make every effort to ensure that Cynthia completes her schoolwork while she’s away.

Please e-mail me at  MACROBUTTON  DoFieldClick [e-mail address] with Cynthia’s assignments for the days that she will be absent. Thank you for your cooperation and understanding.

Sincerely,
 MACROBUTTON  DoFieldClick [Your Name]
