
Attendance Appeal Letter 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email] 

[Your Phone Number] 

[Administration's Name] 

[School/Organization Name] 

[School Address] 

[City, State, Zip Code] 

Dear [Administration's Name], 

I hope this message finds you well. I am writing to formally appeal my attendance record for the 

[insert specific period or course name] at [School/Organization Name]. I understand the 

importance of maintaining good attendance, and I sincerely apologize for my absences. 

Due to [insert explanation of the reason for absence, e.g., medical issues, family emergencies, 

etc.], I was unable to attend class on several occasions. I have attached supporting documentation 

for your review, and I hope you can understand my situation. 

I am committed to making up for my missed work and ensuring that my academic performance 

remains strong. I kindly request that you reconsider my attendance record and allow me the 

opportunity to continue my studies without penalty. 

Thank you for your attention to this matter. I look forward to your understanding and support. 

Sincerely, 

[Your Name] 


