Subject: Apology for Absenteeism

Dear [Recipient's Name],

I hope this message finds you well. I am writing to sincerely apologize for my unexpected
absence on [date(s) of absence] without prior notice. | deeply regret any inconvenience my
absence may have caused to you and the team.

Unfortunately, [brief explanation of the reason for absence, e.g., due to an unforeseen
circumstance or personal emergency]. | understand the importance of communication and take
full responsibility for not informing you in advance.

| assure you that this will not happen again, and | am committed to ensuring that my
responsibilities are met moving forward. Thank you for your understanding and support.

Once again, | apologize for my behavior and any disruption it may have caused. | appreciate
your patience and look forward to continuing to work together effectively.

Sincerely,
[Your Name]
[Your Position]

[Your Contact Information]



