Date:
Employer’s name
Job designation:
Company’s name:
Subject: Explanation letter for showing carelessness
Respected sir,
I have received a warning letter from the company in which I have been asked to explain as to why I have remained careless towards my office duties. Therefore, I am writing this explanation letter in response to that warning letter.
I am aware of my poor performance at the workplace, and I also know that the company will never accept negligence towards work duties. However, I had a genuine reason for being off the track.
I am going through a hard time in my personal life, and everything is messed up. I know I must balance my personal and professional life. I am currently trying to work through this difficult time. Due to the illness of my wife, my life routine has changed and been damaged to some extent. Now, my wife is on the road to recovery, and I believe that she will be fine within a few days.
I assure you that this will not happen again. Please pardon me this time.
[Your Name]
[Department Name]
[Company Name]
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