
Formal Apology for Delayed Service Delivery 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Company Address] 

[City, State, Zip Code] 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Company Name] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally apologize for the delay in the delivery of our services that you were 

expecting on [insert delivery date]. We understand how important this matter is to you and your 

organization, and I want to express my sincerest apologies for any inconvenience this has caused. 

Regrettably, unforeseen circumstances arose that impacted our ability to deliver on time. Please 

rest assured that we are taking the necessary steps to rectify this situation and ensure it does not 

happen in the future. 

To make amends, we are committed to expediting your order and providing you with a [insert 

compensatory offer, if applicable]. Our team is working diligently to resolve this issue, and we 

appreciate your patience and understanding during this time. 

Thank you for your continued support and understanding. If you have any further questions or 

concerns, please do not hesitate to reach out to me directly. 

Sincerely, 

[Your Signature (if sending a hard copy)] 



[Your Printed Name] 

[Your Contact Information] 


