[Your Name] [Your Address] [City, State ZIP Code] [Date]
[Name of School] [Address of School] [City, State ZIP Code]
Dear [Name of School],
I am writing to request a leave of absence from school due to [state reason for leave]. This will require me to be absent from school from [start date] to [end date].
I apologize for any inconvenience that this may cause and I will make every effort to complete any missed assignments or coursework upon my return. I have spoken with my teachers and I am aware of the material that I will be missing during my absence. I will work diligently to catch up upon my return.
Thank you for your understanding and for considering my request. Please let me know if there is any further information that you require.
Sincerely,
[Your Name]

