
Professional Apology for Delayed Logistics 

Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Title] 

[Company Name] 

[Company Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to sincerely apologize for the delay in the 

logistics of your recent order with us. We understand that timely delivery is crucial to your 

operations, and I regret any inconvenience this may have caused you and your team. 

The delay was due to [briefly explain the cause, e.g., unexpected supply chain issues], and we 

are actively working to resolve this matter. We are committed to providing our clients with the 

highest level of service, and we recognize that we fell short in this instance. 

Please be assured that we are taking immediate steps to expedite the shipment and ensure that 

your order is delivered as soon as possible. We appreciate your understanding and patience 

during this time. 

If you have any further questions or require additional assistance, please do not hesitate to 

contact me directly at [Your Phone Number] or [Your Email Address]. 

Thank you for your understanding and continued partnership. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company Name] 

[Your Company Address] 


