Date
First name Last name
Title
Organization
Address
City, State, Zip Code
Dear Ms. Last name,
I am writing to document my absence on July 15, 20XX. I needed to take my son to have his leg set after an injury in his baseball game the previous night.
Please see attached documentation from the pediatric orthopedist. If you need any additional information, please let me know.
[bookmark: _GoBack]Sincerely,
Your Signature
Your Typed Name

