To
[The Recipient]
Re. Response and Explanation of the Poor Performance Pointed out by the Review Committee in the Monthly Review of Employees March-April 20XX
Dear Sir,
I am Richard Lester from the Department of Auditing and Accounts. I have been working here as an Assistant Finance Manager since 2015. I have always enjoyed working here because of the professional and optimistic ambiance. My supervisor has also been satisfied and happy with my work. I have always been appreciated by my immediate supervisors and admired for the quality of work, my competent research analysis, and my hardworking attitude in the office.
I had been chronically sick due to backache. This is the same issue due to which I applied for work from home six months before as it was not possible to come to the office and sit for longer hours. The same issue has been started again and I have been suffering from this striking pain. The doctors, after long term examination, told me that one of the lower disks of my back has been slipped and dislocated. That disk slip has caused a lot of pain and physical crunch.
That is why I have been inattentive and negligent at work. I am getting my physiotherapy and other recommended treatment. I am extremely sorry for the trouble and inconvenience caused due to my carelessness. I understand the gravity of the issue caused due to my inattentive demeanor. I assure you that this will not repeat as I will be careful and vigilant of my behavior to keep up with your expectations. I am grateful to you for providing me another chance to improve my behavior and get focused at work.
Regards
 Richard Lester
Assistant Finance Manager
Department of Auditing and Accounts
34-E, Sector 7-F, Commercial Stocks, San Diego
CA, USA
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