[Your Name]

[Your Address]

[City, State, Zip Code]

[Email Address]

[Date]

[Teacher's Name]

[School's Name]

[School's Address]

[City, State, Zip Code]

Dear [Teacher's Name],

| hope this message finds you well. | am writing to explain the circumstances surrounding my
missing assignment for [Course Name], which was due on [Due Date]. Unfortunately, I
misunderstood the deadline and mistakenly believed that the due date was [Incorrect Date].

| take full responsibility for this oversight and assure you that it was not my intention to neglect
my assignments. | have been managing multiple commitments, and this miscommunication led
to my belief that | had additional time to complete the work.

| sincerely apologize for any inconvenience this may have caused, and | would greatly appreciate
your understanding in this matter. If possible, I would be grateful for the opportunity to submit
the assignment late, or any guidance you may have regarding how to proceed.

Thank you for your consideration, and | appreciate your support in my learning journey.
Sincerely,

[Your Name]

[Your Class/Section]



