Re. Excuse from Work
Hello,
I am Simon During, the Manager of ST Records Company. I am writing this to notify you that I will not be able to appear at work due to the sickness of my child. He is burning in fever and needs proper medication and care. I am a single parent and need to look after him. Please excuse my absence from the office for three days i.e. from 02-12-20XX to 04-12-20XX. I understand that this is one of the most meaningful periods of the year for the company but I am sorry I do not have any other option. Please pardon my absence from work for three days.
Thank you.
Regards,
Belgium Geoffrey
The Manager, ST Records Company,
3rd Row LKL Road, California, USA
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