Letter of apology for late coming to the office.
 
To,
Ms. Marry Anne,
Head of human resources,
Berkshire Hathaway,
The USA.
Subject: Apology of late coming into the office.
Respected Madam,
I work as a chartered accountant in the accounts department of your company. As you can review my attendance record I am highly punctual. Today I left my home as per my everyday schedule. But the traffic in my area was jammed due to undergoing construction of a building nearby. For the reason I came late, I know the policies of the company in reference to latecomers but my reason is genuine for which I can not be held responsible. It is to assure you that from now on I will not be late in an office again.
Kindly accept this letter of apology from me for coming in late.
Thank you.
Regards,
Micheal Clark,
Chartered accountant.
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