Dear xx,

I am sorry for the delay in replying your previous email. I was having some difficulties in trying to draft up the recommendation letter you requested. Initially I wanted to finish drafting it so I could attach it together with the reply. Unfortunately, I took me some times, and when I checked my email, I saw the email notice from OIST saying that you had already uploaded a letter that I requested. I am terribly sorry for being impolite and causing you a lot of inconvenience. Again, I am terribly sorry. I hope you accept my sincere apology. Thank you for your kind help.

Thank you,
xx
