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Dear Mr. /Ms. Last Name:



As you know, I am a student in your institution ____________ (specify it). My registration number is _________ (specify the number) while my department is _______________ (specify the department).


I am unable to attend all classes through to the end in this coming semester. The main reason underlying this unfortunate fact is that I have __________________ (nature of the problem) which I have to attend to everyday from _____________ (specify the time) onwards.

This being the case, I now ask you to kindly consider exempting me from all classes that transpire at that time.


Could it be that you still want to speak to me verbally? Reach me on XXX-XXX-XXXX.



Sincerely,

Your name


