
Letter of Remorse for Late Delivery 

Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Title] 

[Company 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 the delay in delivering 

[specific work/project name] that was due on [due date]. I fully understand the importance of 

meeting deadlines and the inconvenience that my delay may have caused. 

This delay was due to [brief explanation of the reason for the delay]. I take full responsibility for 

the oversight and assure you that it was never my intention to disrupt our schedule. 

To rectify the situation, I have taken the following steps: [mention the steps taken to ensure 

timely delivery in the future]. I am committed to providing you with the completed work by 

[new delivery date]. 

Thank you for your understanding and patience regarding this matter. I appreciate your support 

and look forward to continuing our work together. 

Best regards, 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Phone Number] 

[Your Email Address] 


