Letter of Contrition for Failure to Deliver

[Your Name]

[Your Address]

[City, State, ZIP Code]

[Email Address]

[Date]

[Recipient Name]

[Recipient Title]

[Company/Organization Name]

[Company Address]

[City, State, ZIP Code]

Dear [Recipient Name],

I hope this message finds you well. I am writing to express my sincerest apologies for the failure
to deliver [specific item/service] on [specific date]. | understand the importance of this matter
and deeply regret any inconvenience or complications this may have caused.

This situation was unforeseen and is not representative of my usual standards. | take full
responsibility for the oversight and am currently taking measures to ensure that such a lapse does

not occur again in the future.

In light of this, 1 would like to propose a [solution or compensation, if applicable] to rectify the
situation. Please let me know a convenient time for us to discuss this further.

Thank you for your understanding and patience. | appreciate your consideration and look
forward to your response.

Sincerely,
[Your Name]
[Your Title]

[Your Company/Organization Name]



