Date

Dear (Listing Client),
Just some notes about your settlement.  If being present is no problem, then you can disregard the rest of this message.  If being present at the closing is problematic, however, we do have alternatives.  You can close the property through overnight mail.  You would receive the papers, have them notarized and sent back to the title company by overnight messenger.  If there are one or more people who need to be at closing but cannot, we can use a Power of Attorney.  This is a simple process, but a General Power Of Attorney most likely will not work.  The best course of action is for the settlement company to draft a Specific Power of Attorney in order to ensure that it is in the proper format.
Please let me know if a POA will be necessary.

Sincerely,
(Your Name)
