Letter of Explanation

Date: [Insert Date]

[Your Name]

[Your Address]

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

[Recipient Name]
[Recipient Title]
[Organization Name]
[Organization Address]
[City, State, Zip Code]

Subject: Explanation for Irregular Participation in Events
Dear [Recipient Name],

I hope this message finds you well. 1 am writing to provide an explanation regarding my
irregular participation in recent events organized by [Organization Name].

Due to [brief explanation of the circumstances, e.g., personal commitments, health issues,
unforeseen circumstances], | have been unable to attend all scheduled events. | value the
opportunities provided by [Organization Name] and regret any inconvenience my absence may
have caused.

| am committed to re-engaging with the activities and contributing as much as I can moving
forward. Please let me know if there are any specific tasks or events where my participation
would be particularly valuable.

Thank you for your understanding, and | look forward to rejoining the upcoming events and
contributing to our shared goals.

Sincerely,
[Your Name]



