
Leave Letter for Family Trip to School 
 

[Your Name]​
[Your Address]​
[City, State ZIP Code]​
[Email Address]​
[Date] 

[Teacher's/Principal’s Name]​
[School Name]​
[School Address]​
[City, State ZIP Code] 

Dear [Teacher's/ Principal’s Name], 

I am writing this letter to inform you that I will be taking a leave of absence from [Date] to [Date] 
as my family is planning a trip to [Destination]. Unfortunately, the dates of the trip coincide with 
my school schedule, and I won't be able to attend classes during this time. 

I understand that my absence may cause inconvenience, and I apologize for any disruption it 
may cause to my studies. However, I have already completed all the pending assignments and 
have made arrangements with my classmates to cover up for any missed lectures or notes. 
Additionally, I will also catch up on any missed coursework and tests when I return. 

I assure you that I will not let my absence affect my academic performance, and I will do my 
best to stay up to date with my studies. 

Thank you for your understanding and support. Please let me know if there are any further steps 
I need to take to make this process smooth. 

Sincerely, 

[Your Name] 
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