
Apology Letter 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to sincerely apologize for not submitting my premium payment on time. I 

understand the importance of meeting deadlines and I regret any inconvenience my oversight 

may have caused. 

Due to [brief explanation of the reason for the delay], I was unable to fulfill my obligation by the 

due date. I take full responsibility for this lapse and assure you that it was never my intention to 

undermine our agreement. 

I kindly request your assistance in this matter. If possible, I would greatly appreciate guidance on 

how I can remedy the situation, including any applicable late fees or steps I must take to bring 

my account up to date. 

Thank you for your understanding and consideration. I value our relationship and am committed 

to rectifying this issue promptly. 

Sincerely, 

[Your Name] 


