
Apology Letter 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Sincere Apology for Project Shortcomings 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to sincerely apologize for not meeting the 

expectations set for the [Project Name]. I take full responsibility for the shortcomings and 

understand how they may have impacted our goals and your trust in my work. 

Despite my best efforts, I recognize that the outcomes did not align with what was anticipated. I 

appreciate the support and resources provided throughout the process, and I regret not fully 

utilizing them. 

I am committed to learning from this experience and ensuring that such issues do not arise in the 

future. Please let me know how I can make amends and rectify the situation moving forward. 

Thank you for your understanding and patience. I look forward to your feedback and hope to 

have the opportunity to regain your confidence. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


