
HOW TO WRITE AN APOLOGY LETTER FOR BEING LATE AT WORK

Do you need to apologize for being late to work? Writing an apology letter to a manager is not an uncommon
occurrence. With so many waking hours spent at.

Letters to team members can be informal as these are people whom you know pretty well. The most important
part of your letter should be describing your plan for fixing any problems caused by your lack of punctuality.
Letter I am very sorry for being late yesterday. Sincerely Try a broader letter sample search Professional CV
Builder Since , LiveCareer's team of career coaches, certified CV writers and savvy technologists have been
developing career tools that have helped over 10 million users build stronger CVs, write more persuasive
cover letters and develop better interview skills. Expand Show that you regret the situation. I have really
enjoyed working in your company and want to continue my job over here. A to Z Security has a reputation to
uphold, of which timeliness is such an important factor. Unplanned construction work was going on the
central roads. Advertisement The public transport is not only poor in terms of timings but also very
overcrowded. I have plans to ensure that it never happens again. Provide some way of easing the pain caused
and end with a willingness to do whatever is necessary to correct the situation. I have always tried my best to
reach before time. Due to such reasons, I deemed better not to obstruct you and your attention. I know that my
actions constituted a gross negligence to my work and affected my colleagues and the company at whole. All
of us make mistakes at some point in our life and then show up with the need to apologize. Due to the
construction work, there was a lot of congestions on roads. It was written by George, who was extremely late
one day. Explain your plan of fixing the problem since it is the most important part of the letter. It was an
unfortunate day. That's especially true if this isn't the first time you've been delayed. Please accept my apology
and I promise you to abide by school rules and come on time moving forward. Sample Running late can
sometimes be symptomatic of a larger problem, or it can cause difficulties to occur that impede the workflow
of your company. I know it is a very unprofessional behavior to come to work late. Expand Explain what
happened. I have met any pending deadlines already and notated an apology to everyone. The purpose of the
letter is to make your boss know that you are willing to compensate and amend the problems caused because
of your tardiness. Expand Offer to help correct the situation. I will work hard to make sure that I give myself
plenty of time to get to work without chancing being late. Advertisement Here is a sample letter of apology
that you can be used to apologize for your tardiness.


