Apology Letter for Poor Time Management

Date: [Insert Date]

Dear [Recipient's Name],

I hope this message finds you well. I am writing to sincerely apologize for my recent
shortcomings in time management, which have affected our work and your plans. | recognize
that my inability to meet deadlines has caused inconveniences and may have impacted your trust
in me.

| take full responsibility for my actions and the consequences they have brought upon our team. |
understand the importance of effective time management and appreciate the dedication you have
shown in your responsibilities. I am committed to improving my skills in this area to ensure that
this does not happen again in the future.

Thank you for your understanding and patience. | value our relationship and hope to regain your
trust through my actions moving forward.

Sincerely,
[Your Name]
[Your Position]

[Your Contact Information]



