Date 

[Complete name of Recipient]
[Designation]
[Organization]
[Address]
Dear Mr./Ms. [X]
I am writing this letter to formally inform you about my absence on February 12, 20XX. I needed to take my father for a medical test as he is a cancer patient. 
[bookmark: _GoBack]Please see attached the appointment letter. If you need any further information, please let me know
Sincerely, 
Sender’s signature
Sender’s name
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