Apology Letter Sample for Not Responding to Important Business Email

Date: [Insert Date]

To:

[Recipient's Name]
[Recipient's Position]
[Company Name]
[Company Address]

Dear [Recipient's Name],

I hope this message finds you well. I am writing to sincerely apologize for my delayed response to your important email sent on [mention date or
subject of original email]. I understand that timely commumication is crucial in our business relationship, and I genuinely regret any inconvenience or
confusion my lack of response may have caused.

I value our partnership and assure you that this oversight was unintentional. [ You may briefly explain the reason for the delayed response, if
appropriate, e.g., due to high workload, unforeseen circunstances, etc., but keep it concise and professional. |

Please rest assured that I have reviewed your email thoroughly and am taking immediate steps to address the matters discussed. Should you have
any further questions or require additional information, I am available and committed to providing a prompt response moving forward.

Thank you for your understanding and patience. I truly appreciate your cooperation and look forward to continuing our successful collaboration.
Once again, please accept my sincere apologies.

Best regards,

[Your Name]

[Your Position]

[Company Name)]

[Your Contact Information]
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