
Reconciliation Letter 

Date: [Insert Date] 

Dear [Recipient's Name], 

I hope this letter finds you well. I am writing to address my recent tardy behavior and to express 

my sincere apologies for any inconvenience it may have caused you. 

I acknowledge that my lateness has disrupted our scheduled meetings and may have impacted the 

team's productivity. It was never my intention to disrespect your time or the efforts of our 

colleagues. 

Moving forward, I am committed to improving my punctuality and will take the necessary steps 

to ensure this does not happen again. I appreciate your understanding and support as I work on 

this. 

Thank you for your patience, and I look forward to our continued work together. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


