
Apology Letter for Misdelivered Item 

Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Address] 

[City, State, ZIP Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to sincerely apologize for the misdelivery of 

your package originally intended for you on [Insert Delivery Date]. We understand how 

frustrating this situation can be, and we take full responsibility for the error. 

Your item has been located, and we are taking immediate steps to ensure it is delivered to you as 

soon as possible. We appreciate your understanding and patience during this process. 

Please feel free to reach out to us if you have any further questions or require assistance. Thank 

you for your understanding, and we assure you that measures are in place to prevent such 

occurrences in the future. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


