10 February 20XX,
Mark Twain
New York, 000
Dear Mr. Twain,
I hope you will be fine. I am writing this letter as an apology to you for the class that I missed on Wednesday. I am a punctual and hardworking student and consider it my first and foremost duty to respect teachers but due to a very important issue I had to miss the class and I could not inform you timely.
I had an appointment with the doctor and had to go there for my monthly checkup. As you know that my backbone was fractured four months ago and on Wednesday, I had to meet Dr. Mezzo for a follow-up. I had to inform you about all this, but I could not tell you timely. I had forgotten about the checkup then suddenly in the break time, it came to my mind that today I have an appointment. I had informed Jones about my going but he did not tell the concerned teacher about this. When I came to school the next morning then I was informed that my name has been struck off for seven days from the school.
I hope you will understand my situation and will give me a chance to come to the school again. I assure you that nothing of this kind will occur and I will inform you timely if ever I have an emergency, but for this time I am sorry. I would be very thankful to you if you forgive me this time. If you need any other further information, I will provide you all.
Regards,
Steve Marlin
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