
[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[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 formally address the obligations I failed to 

fulfill regarding [specific obligation or duty] on [specific date or timeframe]. 

Due to [brief explanation of circumstances, e.g., unforeseen personal issues, health problems, 

etc.], I was unable to meet the expected requirements. I understand the importance of these 

obligations and deeply regret any inconvenience my failure may have caused. 

To rectify this situation, I have taken the following steps: [outline any actions you plan or have 

already taken to rectify the situation]. I am committed to ensuring this does not happen again. 

I appreciate your understanding and consideration in this matter. Please let me know if you need 

any further information or if we can discuss this matter further. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Signature (if sending a hard copy)] 

[Your Printed Name] 


