Date: [Insert Date]

To:

[Recipient Name]

[Recipient Title/Position, if applicable]
[Company/Organization Name]

Dear [Recipient Name],

I hope this message finds you well. I am writing to sincerely apologize for not meeting the agreed-upon deadline for [describe the project, report,
or task, e.g., the submission of the quarterly report], which was due on [original deadline date].

The delay was due to unforeseen technical issues that arose during the final stages of completion. Specifically, [briefly describe the technical
problem, e.g., a system outage, hardware failure, or software malfunction] significantly impacted our ability to finalize and submit the required work
on time. Despite our teanm's efforts to address and resolve these challenges promptly, the unexpected nature of the issue resulted in unavoidable
delays.

I fully acknowledge the inconvenience and disruption this may have caused to your schedule and any subsequent plans. Please know that I take full
responsibility for the situation and am committed to implementing additional safeguards to prevent similar occurrences in the future. We are
currently reviewing our processes and enhancing our technical support protocols to ensure greater reliability moving forward.

I appreciate your understanding and patience during this time. To rectify the situation, I am expediting the completion of the outstanding task and
expect to deliver it by [proposed new deadline]. If you have any questions or require immediate assistance in the interim, please do not hesitate to
reach out.

Thank you for your attention to this matter and for your continued trust. I look forward to restoring your confidence and maintaining our productive
working relationship.

Sincerely,

[Your Name]

[Your Position/Title]

[Your Company/Organization]



