
Apology for Incomplete Report 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Apology for Missing Details in [Report Name] 

Dear [Recipient's Name], 

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

details in the [Report Name] submitted on [Submission Date]. It was never my intention to 

provide an incomplete document that could hinder our objectives. 

Upon reviewing the report, I realized that I failed to include [specific details or sections missing]. 

I understand the importance of comprehensive reporting, and I take full responsibility for this 

oversight. 

To rectify this, I am currently compiling the necessary information and will ensure that the 

revised report is submitted by [New Submission Date]. I appreciate your understanding and 

patience in this matter, and I assure you that I will take the necessary steps to avoid similar issues 

in the future. 

Thank you for your understanding. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


