L_etter of Apology

Date: [Insert Date]

To: [Recipient's Name]

[Recipient's Address]

Dear [Recipient's Name],

I hope this message finds you well. I am writing to sincerely apologize for the oversight
regarding [specific issue or event]. | recognize that my lapse in attention may have caused
[describe impact or inconvenience], and for that, I am truly sorry.

Please know that this was not my intention, and | take full responsibility for the mistake. I am
actively working on measures to ensure this does not happen again. Your understanding and
patience during this time mean a great deal to me.

Thank you for your understanding, and | appreciate the opportunity to rectify this situation. If
there is anything further I can do to make amends or clarify the situation, please do not hesitate
to reach out.

Warm regards,

[Your Name]

[Your Position]

[Your Contact Information]



