[Company Name]
[Address]
To
[Recipient Name]
RE: Justification regarding delay in project [X]
The purpose of writing this letter to you is to present my justification regarding my failure for not being able to meet the targets within the time limits. I have been working for this prestigious organization for over a decade and never has it ever happened that I have made this kind of a grave mistake in my whole career as I know the sensitivity of the matter well.
The day before the deadline, I was absolutely on the page and was sure to make it on time but out of sudden the news of my pregnant wife falling from the staircase was received which resulted in the premature delivery of my firstborn, and I went totally blank as my whole world was on the verge of coming to an end.
I could not uphold my nerves and completely forgot the idea of informing you about the calamity so that you could take precautions accordingly. I am very much sorry for the discomfiture you had to go through due to this unexpected misfortune.
I seek your forgiveness on this very matter and assure you that such kind of a mistake will not be repeated under any circumstances. I will try my level best to compensate for the loss the company had to go through due to this dire situation. 
With thanks!
Sincerely,
[Your Name]
[Designation]
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