Letter of Explanation for Falling Short on Deadlines

Date: [Insert Date]

[Your Name]

[Your Address]

[City, State, Zip Code]
[Email Address]
[Phone Number]

[Recipient Name]

[Recipient Position]
[Company/Organization Name]
[Company Address]

[City, State, Zip Code]

Dear [Recipient Name],

I hope this message finds you well. I am writing to formally address my recent challenges in
meeting the deadlines for [specific projects/tasks]. | acknowledge that my inability to deliver on
time has caused inconveniences, and | sincerely apologize for any disruption this may have
caused.

The delay was primarily due to [briefly explain reasons, e.g., unforeseen circumstances, personal
issues, workload, etc.]. I take full responsibility for the lack of communication regarding this
matter, and | understand the importance of adhering to deadlines for the success of our projects.

To ensure that this situation does not recur, | have taken the following steps: [list steps to
improve, e.g., adjusting my workload, improving time management skills, etc.]. I am committed
to making the necessary adjustments to meet our future deadlines and maintain the team's
productivity.

Thank you for your understanding and support during this time. | value our partnership and am
dedicated to regaining your trust. If you have any further concerns, please feel free to reach out.

Sincerely,

[Your Name]
[Your Position]



