
Letter of Explanation for Absence 

Date: [Insert Date] 

To Whom It May Concern, 

I hope this message finds you well. I am writing to formally explain my absence on [insert 

date(s)] due to my commitment as a volunteer with [insert organization name]. 

During this time, I was involved in [briefly describe the nature of the volunteer work], which 

required my full attention and participation. I believe in giving back to the community, and this 

opportunity was important to me. 

I understand the importance of being present, and I appreciate your understanding regarding my 

absence. I will ensure to keep up with any missed assignments or responsibilities and am happy 

to discuss any concerns you may have. 

Thank you for your understanding. 

Sincerely, 

[Your Name] 

[Your Contact Information] 


