
Apology Letter for Not Achieving Anticipated 

Outcomes 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally express my sincerest apologies for 

not achieving the anticipated outcomes on [specific project or task]. I fully understand the 

importance of meeting our goals and the disappointment that may arise from these unmet 

expectations. 

Despite our team's best efforts, we encountered several unforeseen challenges that hindered our 

progress. [Briefly describe challenges, if appropriate]. I take full responsibility for these 

shortcomings and assure you that I am committed to addressing them. 

Moving forward, I have outlined a plan to ensure that we stay on track for our future goals and 

deliverables. [Briefly outline the plan or steps being taken]. I am confident that with these 

adjustments, we can regain momentum and achieve better results. 

Thank you for your understanding and support during this time. I value our relationship and am 

dedicated to making the necessary improvements to meet your expectations. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company/Organization Name] 


