
Letter of Sincere Apology 

Date: [Insert Date] 

To: [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 not responding to 

your call on [insert date/time of the missed call]. It was unprofessional of me to miss your call, 

and I deeply regret any inconvenience this may have caused you. 

Please know that your call is important to me, and I value our communication. I had [briefly 

explain reason if suitable, e.g., unexpected circumstances, being in a meeting, etc.], which 

prevented me from answering at that time. 

I appreciate your understanding, and I would love to reconnect at your earliest convenience. 

Please let me know a suitable time for you, or feel free to call me back whenever possible. 

Thank you for your understanding, and again, I apologize for any disruption this may have 

caused. 

 

Sincerely, 

[Your Name] 

[Your Position/Title] 

[Your Company/Organization] 

[Your Contact Information] 


