Apology for Missed Deadline

Date: [Insert Date]

Dear [Recipient's Name],

I hope this message finds you well. I am writing to sincerely apologize for not meeting the
deadline for [specific project or task] that was due on [insert deadline date]. | understand that my
delay may have caused inconvenience and frustration for you and the team.

There were unforeseen circumstances that arose, which I should have managed better. | take full
responsibility for my oversight and assure you that it was never my intention to disrupt our
workflow.

Moving forward, | have implemented strategies to better manage my time and prioritize my
responsibilities to ensure that | meet future deadlines without compromise. | am currently
working diligently to complete the project and plan to have it ready by [insert new deadline].

Thank you for your understanding and patience regarding this matter. | deeply appreciate your
support, and I am committed to regaining your trust.

Sincerely,
[Your Name]
[Your Position]

[Your Contact Information]



