Letter of Acknowledgment and Remorse

Date: [Insert Date]

To: [Recipient's Name]

[Recipient's Address]

Dear [Recipient's Name],

| hope this message finds you well. I am writing to formally acknowledge my oversight
regarding the deadline for [specific project or task]. | recognize that this has caused
inconvenience, and I sincerely apologize for not meeting the expectations set.

It was never my intention to disregard the timeline, and I take full responsibility for this lapse. |
understand the importance of adhering to deadlines and the impact this may have on the overall
progress of our work.

Moving forward, | am committed to ensuring that this does not happen again. | am implementing
a more robust system for managing deadlines and will keep you updated on progress to avoid

any future oversights.

Thank you for your understanding and patience in this matter. | appreciate your support and
guidance, and | look forward to rectifying this situation.

Sincerely,
[Your Name]

[Your Position]
[Your Company/Organization]



