To, 
Chief Executive Officer,
Mr. Dane Macbeth
Respected Sir,
It is stated that I, Elizabeth Gomes, the Head Manager of the Santa Clara Group of Companies wanted to apologize to you for the unfortunate incident of misconduct that has taken place in the office.
I have been working as a head manager with Santa Clara Group of Companies now for 10 years and throughout this tenure, I have tried my best to act and perform as professionally as I can, be punctual with the office timings, put up with my colleagues and to put in my efforts in the company for meeting its goals. You are personally aware of the achievements I contributed to the company both individually and on a team level. Nobody has ever seen me misbehaving with any junior as well, let alone with any senior.
However, the previous week, I badly needed a leave due to an emergency purpose. I have now been going through personal turmoil and stressful situations for the past 6 months due to my husband’s failing health. His health gradually started failing and the medical tests showed us that he is suffering from 3rd stage blood cancer. Indeed, it came as shocking news to us. He is on complete bed rest and is going through the treatment phase which I am paying for.
I am going through an emotionally and financially tough phase and hence I needed a week off. I repeatedly submitted a leave application three times in the past week but each time your secretary won’t let me have a one-to-one meeting with you and told me that you are busy and not meeting anyone these days. 
I was also in need of an advance salary for the same purpose and hence when I could not get to meet you, I lost my temper and barged into your office without any permission or appointment. I am embarrassed at my misbehavior, the way I lost my temper and talked to you was a disgraceful thing to do, for which I deeply apologize. Despite all the stress I was under, I still shouldn’t have lost my temper and should have taken care of my conduct.
It is hence, very humbly requested that you accept my apology as you now know the real reason behind my misconduct. I request you a second chance and help from the company itself. I have given my blood and sweat to this company, and this is the time I need it to cooperate with me in my stressful hour of need.
I hope you would accept my humble apology. Thanking you.
Yours truly,
Head Manager,
Santa Clara Group of Companies
Elizabeth Gomes 
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