Date:
To
[The Recipient]
[Department Name]
[Designation]
Re. Excuse for the Absence on [DATE] due to Late Night Birthday Party
Dear Oliver,
This is Jamaica Elve, writing to excuse the absence from office on [DATE]. I have been working in this office since 2019 and have never been absent without informing the relevant department or my immediate supervisor.
Recently, I missed the office on [DATE] due to an unavoidable and unanticipated situation. It was my birthday on the mentioned date and almost at midnight, around 12:30 AM, my family and friends visited my home without informing me to surprise me. My wife had already arranged a surprise party for me, thus, did not inform me to protocol the surprise. It was a small party, hence, we kept waking and dealing with the guests till early morning i.e., 4:00 AM.
By sleeping so late, I could not manage to wake up at office time. I intended to not miss the office at any cost as I knew that the date had been fixed for Gulf company for the contract negotiations. I also understand that being Project Manager, my presence was crucially important, but I am regretful that I could not attend the delegates of Gulf company.
I know the given excuse is a personal matter and has nothing to do with my professional responsibilities. Being absent from office without informing is extremely incompetent behavior, I believe. Therefore, I apologize for the negligence. I shall try to not let this happen again.
Please accept my apologies. I am looking forward to a response from you in the follow-up of this matter. Thanks.
Regards
Jamaica Elve
Project Manager
PICCA,
DNO-Heights, Lesling Square Road
San Diego, CA, USA
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