{date}
{recipient name}
{recipient title}
{recipient company}
{recipient address}
Dear {recipient}:
Please accept this letter as notification that I {(will be) or (was)} unable to attend work {(from) or (on)} {date range or date}. {Use this space to explain why you will miss or did miss work}.
If I can assist in any way while I am absent, I can be reached by email at {your email address} or by phone at {your phone number}.
Please let me know if you need any further information. Thank you for your understanding.
Sincerely,
{your signature}
{your name}

