Date:
To
[The Recipient]
[Designation]
[Company Name]
Re. Informing Closure due to One Week Holidays
Dear Parents, 
It is to inform you that the school has decided to keep it close for seven days because of severe weather in the state. According to weather forecasters, Florida is under high threat of SWAN storms and heavy rainfall. In the wake of this weather forecast, we are closing school to avoid any perilous and unpleasant circumstances.
Being a parent, it is your responsibility to take care of your child during this time. Homework has been provided to the children on the student portal of [Website] and you need to make completion of the homework sure by strict vigilance. Hence, it is an unexpected time for vacation, therefore, we have extended the date of the mid-term examination of the semester.
Moreover, the administration of the school, with the coordination of the MRT IT services platform, has decided to provide online services of any of the three compulsory subjects. MRT IT is one of the best newly emerging online services in the field of education and learning. With their coordination, instructors of our school shall provide online classes for the students of classes V, VI, and VII only.
During this one week, we shall be available by email and instructors shall communicate through their emails and personal phone numbers. We appreciate your cooperation and unintrusive vigilance in the preparation of the mid-term examination. We thank you in anticipation. For more, call +[#] or write to Mrs. Martin at [EMAIL].
Best Regards,
Lucifer Dane
Assistant Manager
High Goals Schools, Orlando
Florida, USA.
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