
Letter of Contrition for Lateness 

Date: [Insert Date] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to express my sincere apologies for my lateness 

in [specify the situation, e.g., arriving late to work, a meeting, an event, etc.] on [insert date]. 

I understand that my tardiness may have caused inconvenience to you and others, and I take full 

responsibility for my actions. [Briefly explain the reason for your lateness, if appropriate, 

without making excuses]. 

Moving forward, I assure you that I will take the necessary steps to avoid this situation in the 

future, including [mention any specific actions you will take]. 

Thank you for your understanding, and I appreciate your patience in this matter. I value our 

relationship and am committed to demonstrating more respect for your time. 

Sincerely, 

[Your Name] 

[Your Position/Title] 

[Your Contact Information] 


