Apology Letter for Unscheduled Leave

Date: [Insert Date]
[Your Name]

[Your Address]

[City, State, Zip Code]
[Email Address]

[Phone Number]

[Recipient's Name]
[Recipient's Title]
[Company/Organization Name]
[Company Address]

[City, State, Zip Code]
Dear [Recipient's Name],

I hope this message finds you well. I am writing to sincerely apologize for my unscheduled
absence from work on [insert dates]. Unfortunately, [briefly explain reason, e.g., a personal
emergency, health issue], which was unforeseen and required my immediate attention.

| understand that my absence may have disrupted the workflow and placed additional
responsibilities on my colleagues, and | truly regret any inconvenience this may have caused.

Please be assured that | am committed to making up for any missed work and will do my utmost
to ensure a smooth transition moving forward. | appreciate your understanding and support
regarding this matter.

Thank you for your consideration. | look forward to returning and continuing to contribute to the
team.



Sincerely,

[Your Name]



