
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title/Position]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this letter finds you well. I am writing to share some personal 

reasons that have impacted my [situation, e.g., work, attendance, etc.].  

[Briefly explain your personal reasons without going into excessive 

detail. Be honest but respectful of your privacy.]  

I understand that this may affect [mention any relevant responsibilities, 

projects, or situations], and I am committed to ensuring that everything 

runs smoothly despite these challenges. I appreciate your understanding 

and support during this time.  

Thank you for your time and consideration. I am looking forward to 

discussing this further and finding a way to move forward.  

Sincerely,  

[Your Name] 


