[Company Name]
[Address, City, STATE, Zip]
[Contact]
[Website]
Subject: Query for cash misuse
To
[The Recipient]
Dear Sir,
I am writing this letter to you with sheer embarrassment and remorse and thus I would like to offer an apology for my misconduct that cost the company gravely. Yesterday, while I was occupied executing my everyday duties here in my office at 3 pm, I received a call from my mother breaking the news that my father just had a cardiac arrest. In my desperation, I could not think of requesting leave or at least informing my superiors and left the office without any notice. 
Though it was a short absence and I came back in a few hours as the doctors informed me that my father was out of danger, but I reckon there should have been a better way of dealing with this emergency. I apologize for my misconduct and hence I am willing to compensate for the loss by proposing an unpaid, full day work this weekend, which otherwise is considered overtime. 
I truly appreciate your pardon and hope you will overlook this unfortunate situation from my end. Should you have any other queries, please feel free to call me in.
Sincerely,
XYZ 
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