[Your Name]

[Your Address]

[City, State, Zip Code]

[Email Address]

[Date]

[Recipient's Name]

[Recipient's Title]

[Company/Organization Name]

[Company Address]

[City, State, Zip Code]

Dear [Recipient's Name],

I hope this message finds you well. I am writing to sincerely apologize for my lack of
preparation for [specific event/meeting] on [date]. | understand that my failure to come
adequately prepared may have disrupted our plans and affected the overall outcome.

It was never my intention to undermine the importance of our meeting, and | take full
responsibility for not being as prepared as I should have been. I recognize the significance of this
matter and deeply regret any inconvenience my lack of preparation may have caused you and the
team.

Please rest assured that | am taking steps to ensure that this will not happen again in the future. |
am committed to improving my organization skills and to dedicate more time to preparation

ahead of our interactions.

Thank you for your understanding and patience during this time. | truly value our relationship
and appreciate the opportunity to work together.

Sincerely,

[Your Name]



