
Apology Letter for Contractual Default 

Date: [Insert Date] 

To, 

[Recipient's Name] 

[Recipient's Position] 

[Company Name] 

[Company Address] 

Dear [Recipient's Name], 

I am writing to formally apologize for our recent default on the contract dated [insert contract 

date]. We acknowledge our responsibility and regret any inconvenience this may have caused 

you and your team. 

This default arose due to [briefly explain the reason if appropriate, e.g., unforeseen 

circumstances, misunderstanding], and we take full responsibility for this oversight. 

Understandably, this may have disrupted your workflow and expectations. 

We are committed to rectifying this situation promptly. To that end, we propose [brief outline of 

how you plan to resolve the issue or any actions being taken]. We assure you that this will not 

happen again in the future. 

Please feel free to reach out to me directly at [insert phone number] or [insert email address] if 

you would like to discuss this matter further. We value your partnership and are committed to 

restoring your confidence in our services. 

Thank you for your understanding and patience in this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


