
Formal Apology for Construction Material 

Disruption 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Company Address] 

[City, State, Zip Code] 

[Recipient Name] 

[Recipient Position] 

[Recipient Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I am writing to formally apologize for the disruption caused by the delay in the delivery of 

construction materials to your site. We understand that this interruption has significantly affected 

your schedule and operations. 

The delay was due to [briefly explain reason for delay], and we are taking immediate steps to 

rectify the situation. We have arranged for the materials to be delivered by [insert new delivery 

date], and we are committed to ensuring that this does not happen again in the future. 

We value our relationship with you and recognize the importance of maintaining our 

commitments. Please accept our sincerest apologies for any inconvenience this may have caused. 

Thank you for your understanding and patience in this matter. Should you have any questions or 

require further clarification, please do not hesitate to contact me directly at [your phone number] 

or [your email address]. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 


