Heartfelt Leave Letter Due to Family Emergency

Dear [Professor/Instructor Name],

| am deeply saddened to inform you that due to a family emergency, | need to be away from college
from [Start Date] to [End Date]. | sincerely hope for your understanding and will ensure all missed
academic responsibilities are completed upon my return.

Thank you for your compassion.

Sincerely,

[Your Name]

[Course/Year]

[College Name]
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