
Letter of Regret 

Date: [Insert Date] 

To: [Recipient's Name] 

Address: [Recipient's Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to express my sincere regrets regarding my 

inability to fulfill the commitments I made to you. I understand that my failure to deliver has 

caused inconvenience, and for that, I am truly sorry. 

Despite my best intentions, unforeseen circumstances arose that hindered my ability to meet the 

agreed-upon deadlines. I take full responsibility for this lapse and do not take your trust lightly. 

I value our relationship and am committed to making amends. Moving forward, I will implement 

better measures to ensure that I meet my obligations and enhance our communication to prevent 

this from happening again. 

Thank you for your understanding and patience during this time. I appreciate your support and 

hope to rebuild your trust. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


