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[Your Name]
[Company Name]
[Street Address] [City, ST ZIP Code]

[Date]
[Recipient Name]
[Title]
[Company Name]
[Street Address] [City, ST ZIP Code]
Dear [Recipient Name]:
Mr. John allocated me the project [TITLE] on July 3rd when I was already occupied with other work. The project [OTHER TITLE] was due to complete on July 05 and me and my team was working to finish it on time.
I requested Mr. John to not to allocate me the project [TITLE] now as I may not be able to complete it on time, however, he didn't agree.
[bookmark: _GoBack]Meanwhile, I started working on this new project but couldn't complete it on time although I tried my hard. The reason of delay was as I mentioned above that I had less time to complete it.
I have always taken my responsibilities seriously and this delay of submission was obvious. Hope it helps to clear my situation and the management must keep confidence in my abilities and good doing.
Sincerely,
[Your Name]
[Title]
Enclosure
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