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EMAIL ASSIGNMENT
Email Assignment
Student’s Name
Institution Affiliation
Professor’s Name
Course
Date










To,
CC:
Date:
Subject: Absence from Feb classes
Dear Sir/Madam,
With due respect, I am purposely emailing you to inform that I (your name), a student in your class (state the class you are going to miss) I will be not attending February classes because I will be attending medical checkup for almost three weeks from abroad. Personally am worried since my absence with bringing a negative impact on my general academic performance this semester. It is my hope that all shall be okay and I promise you not to miss any other class.
I would kindly like to know if you got any suggestions to help me catch up with other students. If you may allow me to complete my class during the long holiday, I will greatly appreciate it.
I am looking forward to hearing from you at your convenience.
Sincerely,
Your signature
Insert your full names here
Mention your phone number
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