To
[The Recipient Name]
[Designation]
DATE:
Re. Show Cause Letter Response
To the concerned authorities,
I am [name], the [position] from [name the department]. I have been served with a show cause notice letter from Human Resource Management asking for the constant uninformed leave from work from [date] to [date]. I am penning to explain why I was unable to come to the office without informing the concerned personnel.
On [date] while going back home from the office, on my way, I fell from the escalator of [specify the name/location of the subway station] subway station due to the wrong step. I fell from five steps and broke my shoulder bone. I was shifted to the hospital immediately. I was five first aid and all the required treatment. The doctor prescribed me complete bed rest and proscribe using a phone or laptop. I remained in the hospital under the strong observation of a doctor for five days.
I was unable to move my arm due to a shoulder break, therefore, I could not inform anyone from the office. My phone remained switched off during these days.
However, I asked my aunt to inform any colleague of mine who could inform the concerned department. Upon coming back to the office after complete recovery, I came to know that Mr. [name] resigned from the office.  
I have attached the doctor’s prescription and other attested documents to substantiate my explanation. I am looking forward to hearing from you if any.
Thank you.
[Your Name]
[Designation]
[Company Name]
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