Letter of Apology for Missing a Deadline

[Your Name]

[Your Address]

[City, State, Zip Code]
[Email Address]

[Date]

[Recipient's Name]
[Recipient's Title]
[Company/Organization Name]
[Recipient's Address]
[City, State, Zip Code]
Dear [Recipient's Name],

I hope this message finds you well. I am writing to sincerely apologize for not meeting the
deadline for [specific project or task] that was due on [specific date].

Unfortunately, [brief explanation of circumstances that led to the missed deadline, e.g.,
unforeseen circumstances, personal issues, etc.]. | take full responsibility for this oversight and
understand the implications it may have caused.

To rectify the situation, I have taken the following steps: [mention any actions you are taking to
complete the task or prevent future occurrences].

| value your understanding and patience in this matter, and | assure you that | am committed to
delivering quality work moving forward. | appreciate your consideration and hope to regain your
trust.

Thank you for your understanding.

Sincerely,

[Your Name]

[Your Job Title]



[Your Company Name]



