
Formal Apology Letter for Absence from Work Due to Family Issues
[Your Name]
[Your Address]
[City, State, ZIP Code]
[Email Address]
[Phone Number]
[Date]

[Manager's Name]
[Company Name]
[Company Address]
[City, State, ZIP Code]

Dear [Manager's Name],

I am writing to formally apologize for my absence from work on [date(s) of absence]. Due to unforeseen family issues, I was unable to attend to
my professional responsibilities on that day/those days.

I understand that my absence may have caused inconvenience to the team and disrupted the workflow. Please accept my sincere apologies for any
disruptions this may have caused. I have informed my colleagues and arranged for my pending tasks to be covered in the meantime. Additionally, I
am committed to making up any missed work and ensuring continuity in our projects.

I appreciate your understanding and support during this time. Please let me know if there is any further action needed from my side.

Thank you for your consideration.

Sincerely,
[Your Name]
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