Date: May 20, 20XX
To
[Receiver’s Name]
[Name of the Company]
[Address]
Dear Sir/ Madam,
[bookmark: _GoBack]I am aware that you must be very displeased in my absence at the conference that was held yesterday. I know that this conference was extremely important for the company and for you because many representatives of well-known companies were going to attend it. This conference was going to define the future of our company. I asked one of my colleagues to tell me about the conference and I am extremely happy after learning that the conference went out of the ordinary. It was my extreme desire to attend the conference but due to some uncertain circumstances, I could not make it possible.
I am writing this to make an apology for my absence. I know it was mandatory to attend the conference, but I could not attend this because of the sudden death of my father. The sudden death of a loved one was a trauma for me, and I could not inform you because of the critical time I was facing. I am extremely sorry that I was not able to attend the conference.
I hope you would understand my situation and accept my apology.
Yours sincerely,
[Your Name]
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