[Company Name]
[Address]
To
[Recipient Name]
RE: Justification regarding delay in project [X]
This letter has been written to you to present my genuine regrets for not being able to meet the deadline for the {Mention Project Details}. I know that I had been doing great lately considering the same task {Mention Details} and this was the very reason I was assigned the task once again but sadly enough due to some unforeseen reasons I could not make it happen according to the time limits.
I know this delay must have caused you to inconvenience even beyond my imaginations, and I am extremely sorry for that. I further assure you that within two working days I will make all the probable compensations within my limit. Although none of these can undo the embarrassment you had to face at that time, yet I want to rise above the feeling of despair I am suffering from right now.  
I promise that such kind of negligence would not happen ever again. It is a humble request to you to give me a fair chance to prove my worth once again and I will not let you down this time no matter what.
Waiting for your affirmative response!
Sincerely,     
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