You have a full-time job and are also doing a part-time evening course .

You now find that you cannot continue the course.

Write a letter to the course tutor. In your letter 

· Describe the situation 

· Explain why you cannot continue at this time

· Say what action you would like to take 

Dear Dr Adibi;

This is to inform you that I-Mohammad Yadegar, one of your students-in university of ‘Sharif’ with student number WX12678- am studying in Mathematic part-time evening course in this semester and unfortunately face a prolonging difficulty.
As I maintained  before in our last meeting, I have a full time job in a Car Plant in the suburb of Tehran. As a matter of fact, because of my profession I have to do a lot of activities.  Recently I have gotten a very important situation in my job, and supposing that I have to go on a mission to Germany next month. Hence it is impossible for me to keep up with my course and I want to take leave of absence in this semester. For sure you have my word for a serious and committed study and a mindful attendance in the coming term.
It would be my ultimate gratitude if you please see me through in this case  ,admitting with the  grant of the leave in the first place and the ensuing penalties and inconveniences afterwards.

 Your attention to this matter would be much appreciated and I am looking forward to hearing from you.
Yours sincerely,
M.Yadegar

Comment: There are some real `petty` mistakes in this letter which will trigger loss of IELTS band. There must be diverse grammar points out to use .Notwithstanding, the whole lot is nice.
