16 January 20XX
Andrew Jackson
New York, 2000

Dear Mr. Jackson,
I am Christian Medina, the class teacher of Eliza Michael who is a student of grade 7th at ABC school. The purpose of writing this letter is to discuss the matter with you about the final performance of Eliza. I am so much grieved for not allowing Eliza to participate in the competition, but there were some obvious reasons due to which I did not give her permission to sit for the competition and I will mention all there.
Firstly, Eliza was absent on the rehearsal day and we had to make a final judgment on that day based on the final performance. Secondly, she was not physically fit for this as due to a fever she was falling again and again. So, due to all this, she was not coming fit in any criteria. I did not want all this to occur, it was my heartiest wish to see her participating in the final performance but unfortunately, luck was not with her that day.
Moreover, if I allow her that day to dance then it was also risky for my job as well because the management could expel me from my job. Anyways, I am grieved for all this. If next time, the school organizes such kind of event I will accommodate her, but for this time I’m sorry. I hope that you will understand what I have mentioned above. If you have any questions regarding this in your mind, do not hesitate and feel free to contact me.
Regards,
Christian Medina
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