Absence Authorization Letter

Date: [Insert Date]

[Your Name]

[Your Address]

[City, State, Zip Code]

[Email Address]

[Phone Number]

[Recipient's Name]

[Position/Title]

[School/Institution Name]

[School Address]

[City, State, Zip Code]

Dear [Recipient's Name],

I am writing to formally request an authorization for my absence from school on [Insert Dates]
due to educational purposes. | will be participating in [briefly explain the educational activity,
e.g., a workshop, seminar, study program, etc.].

| believe this opportunity will greatly enhance my learning and help me achieve my academic
goals. I assure you that I will keep up with my assignments and responsibilities during my
absence.

Thank you for considering my request. | look forward to your positive response.

Sincerely,

[Your Name]

[Your Grade/Year]



