
Apology Letter for Missing Deadline in Project Submission
Dear [Recipient Name],

I am writing to sincerely apologize for not meeting the deadline for submitting the [Project Name], which was originally due on [Original Deadline
Date]. I understand the importance of adhering to agreed timelines and regret any inconvenience this delay may have caused to you and the team.

The delay was due to [brief explanation of the reason, e.g., unforeseen technical challenges, personal emergency, unexpected workload], which
impacted the project's progress. I take full responsibility for not communicating the delay sooner.

To address this, I have taken the following steps to ensure the completion of the project as soon as possible:

Allocated additional resources to expedite pending tasks
Established regular check-ins to monitor progress
Implemented a contingency plan to prevent future delays

I am committed to delivering the completed project by [Revised Submission Date]. I will keep you updated on the progress and inform you
immediately of any further developments.

Once again, I apologize for any inconvenience this may have caused and appreciate your understanding. Please let me know if there is anything
else I can do to make up for this delay.

Thank you for your patience and support.

Sincerely,
[Your Name]
[Your Position/Role]
[Your Contact Information]
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