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Dear, .....

I sincerely apologize for my absence from work on July 12,
2040. | fully acknowledge the inconveniences that my failure
to report to work and inform you and my colleagues in
advance may have caused. It was unprofessional and
discourteous of me, and for this, | am truly sorry for any
disruptions and delays that may have impacted the company
and our team.

On that day, | was unwell and needed to seek medical
attention. Moving forward, | assure you that | will
communicate promptly and effectively about any unavoidable
circumstances that might prevent me from fulfilling my
duties. | will use appropriate channels such as email, phone,
or text message to relay such information. | am committed to
ensuring that this lapse in judgment is not repeated.

Again, | extend my deepest apologies for any inconvenience
my actions may have caused.

Sincerely,
[Your Name]
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