Date: [Insert Date]

To: [Recipient Name]
[Recipient Position/Title]
[Company/Organization Name]
[Address Line 1]

[Address Line 2]

Dear [Recipient Name],

I am writing to sincerely apologize for the miscommunication that resulted in a delay in meeting the agreed-upon deadline for [Project/Task Name].
I deeply regret any inconvenience or disruption this may have caused to your schedule and operations.

This delay was primarily due to a misunderstanding regarding [briefly explain the specific nature of the miscommumication, e.g,, project
requirerments, timeline, or resource allocation]. I understand the importance of timely delivery and take full responsibility for not clarifying these
details sooner.

Please rest assured that I am taking immediate steps to address this issue and prevent a recurrence in the future. Moving forward, I will:

¢ Enhance communication and clarification processes for project deliverables and timelines
¢ Schedule regular check-ins to ensure alignment on expectations
¢ Promptly update you on the progress or any potential obstacles

I value our professional relationship and am committed to regaining your trust. Thank you for your understanding and patience in this matter. [ am
confident that, with improved communication, we will ensure successful and timely completion of our future collaborations.

Please let me know if there is anything further I can do to rectify this situation or if you have any additional concerns.
Once again, | apologize for any inconvenience this may have caused. Thank you for your understanding.

Sincerely,

[Your Name]

[Your Position/Title]
[Company/Organization Name]
[Contact Information]



