
[Your Name]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Company/Organization Name]  

[Address]  

[City, State, ZIP Code]  

Dear [Recipient Name],  

I am writing to formally confirm the late submission of the required 

documents for [specific purpose, e.g., application, project, etc.].  

Due to [brief explanation of the reason for the delay, e.g., unforeseen 

circumstances, personal issues, etc.], I was unable to submit the 

documents by the initial deadline of [original deadline date]. I 

sincerely apologize for any inconvenience this may cause.  

I have attached the necessary documents for your review. Please let me 

know if there are any further steps I need to take or if you require 

additional information.  

Thank you for your understanding and consideration.  

Sincerely,  

[Your Name]  

[Your Title/Position, if applicable] 


