Date 

[Complete name of Recipient]
[Designation]
[Organization]
[Address]
Dear Mr./Ms. [X]
I am writing this letter as written documentation of my absence on March 10, 20XX.  I was unable to attend the work because of the court hearing for my family’s property inheritance case. 
I have been briefed on the tasks by Mr./Ms. [X]. Please let me know if I can provide any further information or documentation. Thank you for understanding.
Sincerely, 
[bookmark: _GoBack]Sender’s signature
Sender's name
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