
[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Position] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to express my sincere apologies for the 

unsuccessful completion of the [Project Name] project. 

Despite our best efforts, we faced several unforeseen challenges that hindered our progress, and I 

take full responsibility for the outcome. It is disappointing to acknowledge that we did not meet 

the expectations set forth at the beginning of the project. 

Moving forward, we are committed to learning from this experience and implementing strategies 

to avoid such pitfalls in the future. I welcome any feedback you might have that could assist us 

in improving our processes. 

Thank you for your understanding and support during this time. I hope to regain your trust and 

demonstrate our ability to deliver successful projects in the future. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


