Apology Letter for Uncommunicated Time
Off

Date: [Insert Date]

[Your Name]

[Your Address]

[City, State, Zip Code]

[Email Address]

[Phone Number]

[Recipient's Name]

[Recipient's Position]

[Company/Organization Name]

[Company Address]

[City, State, Zip Code]

Dear [Recipient's Name],

| am writing to sincerely apologize for my recent absence from work on [insert dates]. |
understand that I did not communicate this time off in advance, and | regret any inconvenience
this may have caused to you and the team.

There were [brief reason for your absence, e.g., unforeseen personal circumstances, health
issues] that led to my absence, and | take full responsibility for not informing you sooner. | value
my position and the work we do, and it was never my intention to disrupt our operations.
Please know that | am committed to ensuring that my responsibilities are managed effectively
and will make every effort to prevent this from happening again in the future. | appreciate your

understanding and patience during this time.

Thank you for considering my apology. | look forward to your understanding and guidance as |
continue my work.

Sincerely,



[Your Name]



