
[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Interviewer's Name] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Interviewer's Name], 

I hope this message finds you well. I am writing to sincerely apologize for my tardiness to our 

scheduled interview on [date]. I regret any inconvenience my lateness may have caused you and 

your team. 

Due to [brief explanation of reason for tardiness, e.g., unforeseen circumstances, traffic], I was 

unable to arrive on time. I understand the importance of punctuality, especially in a professional 

setting, and I take full responsibility for my actions. 

I am very interested in the opportunity to join [Company Name] and contribute to your team. I 

value the time and effort you have invested in the interview process and hope to make a 

favorable impression moving forward. 

Thank you for your understanding, and I would greatly appreciate the chance to discuss my 

application further. I assure you that I will take all measures necessary to prevent this from 

occurring again. 

Thank you for your consideration. 

Sincerely, 

[Your Name] 


