
Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Company Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Partner's Name] 

[Partner's Position] 

[Partner's Company Name] 

[Partner's Company Address] 

[City, State, Zip Code] 

Dear [Partner's Name], 

I hope this message finds you well. I am writing to sincerely apologize for the delay in our 

services that you have experienced recently. We understand the importance of timely delivery 

and we regret any inconvenience this may have caused your operations. 

Unexpected challenges arose that impacted our ability to meet the agreed timeline. We have 

taken immediate steps to rectify the situation and ensure that your needs are prioritized moving 

forward. 

We value our partnership with [Partner's Company Name] greatly and are committed to restoring 

your confidence in our services. Thank you for your understanding and patience. Please feel free 

to reach out to me directly if you have any concerns or require further information. 

Again, I sincerely apologize for the disruption and appreciate your continued support. 

Warm regards, 

[Your Name] 

[Your Position] 

[Your Company Name] 


