Letter of Explanation and Apology

Date: [Insert Date]

To: [Recipient's Name]

[Recipient's Address]

Dear [Recipient's Name],

I hope this message finds you well. I am writing to sincerely apologize for my sudden leave from
[describe commitment, e.g., "the project team meeting" or "my responsibilities at the
organization™] on [mention date]. I understand that my absence may have caused inconvenience,
and for that, 1 am truly sorry.

Unfortunately, [briefly explain the reason for your sudden leave, e.g., "an unexpected family
emergency arose™ or "I fell ill suddenly"]. I assure you that it was not my intention to disrupt the
flow of our work or to burden my colleagues.

| deeply regret any difficulties my absence may have caused and appreciate your understanding
in this matter. | am committed to making up for the time lost and will ensure that my

responsibilities are handled promptly moving forward.

Thank you for your understanding. I hope to discuss this matter further at your convenience.
Please feel free to reach out to me if you have any questions or require any clarification.

Sincerely,
[Your Name]

[Your Contact Information]



