
Apology Letter 

Date: [Insert Date] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to sincerely apologize for not fulfilling my 

obligations regarding [specify the obligation or task]. I understand the importance of these 

commitments and regret any inconvenience my actions may have caused. 

Due to [briefly explain reason, if appropriate], I was unable to meet the expectations that I had 

set. I take full responsibility for this situation and assure you it was not my intention to let you 

down. 

I value our relationship and am committed to rectifying this issue. Please let me know how I can 

make amends or if there is a way to assist you going forward. Thank you for your understanding 

and patience in this matter. 

Once again, I apologize for any trouble my oversight may have caused. I appreciate your 

consideration and look forward to moving past this incident. 

Sincerely, 

[Your Name] 

[Your Contact Information] 


