Apology letter for being late

[You’re Name]
[Address]

[Letter Date]

[Recipients Name]
[Address]

[Subject: Subject of Letter] -Optional-

Dear (Recipient's Name),

| am writing this letter of apologize for having come late to the meeting. | know | had to
submit the report in the meeting which | could not do. | hope that | will be able to
deliver it in next meeting. Please accept my sincere thanks for your patience and
consideration.

[You’re Name]

[Senders Title] -Optional-
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