
Dear	Mr	Borg,	

	

I	am	writing	to	advise	that	my	child/children	(children’s	names)	will	be	taking	leave	from	school,	
from	(start	date)	to	(end	date).	We	are	(reason	for	taking	leave).	

Regards	

	

(insert	name	and	sign)	


