DATE: [DATE]
[Company Name]
[Address, City, STATE, Zip]
[Website]
[Contact]
To
[The Recipient Name]
[Designation]
Subject: Apology for missing meeting due to sickness
Dear Sir,
I want to express my sorry feelings and submit my apology to you for not making myself able to attend the meeting held on [date]. I request you to believe every single word of this letter because I had never thought of missing this meeting due to the great importance it was carrying with it.
The reason behind not attending this meeting was that I had been suffering from a viral infection. On [date], just a day before the meeting, its symptoms suddenly appeared. Soon, it became so severe that I was immediately taken to the hospital where I was kept in the intensive care unit for many hours. I was not able to inform any of my colleagues in the office because all of my belongings, including my personal cellular phone, were retained by the hospital staff for sanitization purposes. After giving me the required treatment, I was not allowed to leave the hospital because doctors were of the view that I must rest for a few days so that the virus would not pass to others.  
I have been working in this company for the last ten years and throughout this period, I never gave you any chance of complaint owing to my unprofessional behavior. But the situation this time was totally different. I was not able to even inform you about it. 
So, keeping in view my problem and my past performance, please accept my apology and don’t take any disciplinary steps against me. I will make sure not to show this kind of unprofessional behavior in the future. Thanking you in anticipation.
Yours affectionately,
[XYZ]
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