
Professional Apology Letter for Missing Assignment Deadline
Date: [Insert Date]

To: [Recipient's Name]
[Recipient's Title/Position]
[Company/Institution Name]

Dear [Recipient's Name],

I am writing to sincerely apologize for missing the deadline for [assignment/project name], which was due on [original deadline date]. I understand
the importance of adhering to set timelines and recognize that my delay may have caused inconvenience to you and the team.

Unfortunately, [briefly explain the reason, e.g., unforeseen circumstances/workload/illness], which impacted my ability to complete the assignment
on time. Please accept my genuine apologies for not communicating this earlier and for any disruption this may have caused.

I am currently finalizing the work and anticipate submitting it by [proposed new deadline]. I have taken steps to ensure that I better manage my
commitments going forward and prevent similar occurrences in the future.

I appreciate your understanding and patience in this matter. Please let me know if there is anything further I can do to mitigate the inconvenience.
Thank you for your consideration.

Sincerely,
[Your Name]
[Your Position/Class, if applicable]
[Your Contact Information]
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