
Apology Letter for Unforeseen Absence 

Dear [Group Members' Names], 

I hope this message finds you well. I am writing to sincerely apologize for my unforeseen 

absence from our recent group project meetings. Unfortunately, due to [brief explanation of the 

reason, e.g., a personal emergency or unexpected circumstance], I was unable to participate as 

planned. 

I understand that my absence may have affected our group's progress and coordination. I am 

truly sorry for any inconvenience this may have caused and appreciate your understanding 

during this time. 

Moving forward, I am committed to catching up on what I've missed and contributing to our 

project with full dedication. Please let me know how I can best support the team in the upcoming 

weeks. 

Thank you for your understanding, and I look forward to collaborating with you all to complete 

our project successfully. 

Sincerely, 

[Your Name] 

[Your Contact Information] 


