For Late Submission of Reports
Dear [Recipients name / Sir]
I apologize for my late submission of my report regarding [Subject], that you were supposed to have on [00 / 00 / 0000].

I understand that this causes an inconvenience in your work, since others may be dependent on my reports.

I have taken action to make sure that I will uphold my future deadlines, so this will not be a recurring event.

With my sincerest apology, and best regards;
[Name]
