Letter of Regret for Missed Responsibilities

Date: [Insert Date]

To: [Recipient's Name]

[Recipient's Position]

[Company/Organization Name]

[Address]

Dear [Recipient's Name],

| hope this message finds you well. | am writing to sincerely apologize for my failure to fulfill
my responsibilities regarding [specific task or responsibility] on [specific date]. It was not my
intention to overlook my duties, and | fully understand the impact this may have had on the team
and the project's progress.

Due to [brief explanation of circumstances, e.g., unforeseen circumstances, personal reasons], |
was unable to meet my obligations. | take full responsibility for my actions, and | am committed

to ensuring this does not happen again in the future.

Please let me know how I can make amends and contribute to getting things back on track. |
value our collaboration and appreciate your understanding during this time.

Thank you for your compassion and support.
Sincerely,

[Your Name]

[Your Position]

[Your Contact Information]



