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Date
To

[Recipient Name]
[Organization Name]
[Street Address City, ST ZIP Code]

Dear Ms. Samantha,
Please excuse my absence from work on 5th July 2018.
I had no intention to miss the work but due to a personal reason, I had to stay back at home. I could have informed you before, but it was a very stressful situation that I did not remember to inform you.
I highly apologize for my absence as well as not informing on time. I hope you understand my situation and excuse my absence for that day.
[bookmark: _GoBack]I will complete the pending work in the next two days and cater today to all the clients’ queries for 5th July 2018.
I am really sorry again and I hope you accept my apology.
Regards,
Your Name
Class | Section | Registration No.
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