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Letter of Absence due to Workload Demand ﻿
Date:
To
[The Recipient Name]
[Address]
Dear Mr. (name)
I am writing to request you to excuse my absence from the class on (date) and (date). As you know that I am doing this executive MBA, along with managing my personal business. As the festive season is approaching, we are receiving a lot of orders. 
Although it is very good for business, it is becoming increasingly difficult for me to manage the workload along with attending the classes. I am fully aware of the importance of being regular but due to the increased frequency of orders and their time-sensitive nature, time management has become very difficult for me.
I intend to cover all the lessons I am missing out on and have already started gathering the notes. Also, I have started delegating responsibilities at work so that I can be regular in my studies and not miss out on any more lectures. I have completed the assignments which were to be submitted in these classes and I will submit them today to your teaching assistant. 
I hope you would understand my problem and forgive me for the late submission of the assignments as I was late not because of slackness or neglecting my studies but due to workload demands.
Looking forward to your understanding and compassion.
Yours Sincerely.
Name
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Department name
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