
Letter of Apology for Misleading Information 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company/Organization] 

[Company Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

 

Dear [Recipient's Name], 

I am writing to sincerely apologize for the misleading information that was published in our 

recent press release dated [Insert Date of Press Release]. It has come to our attention that the 

content inaccurately represented [specific details about the misleading information]. 

We take full responsibility for this oversight and understand the impact it may have had on your 

organization and the public. Please rest assured that we are taking immediate steps to rectify this 

mistake and ensure that such errors do not occur in the future. 

We are committed to transparency and accuracy, and I deeply regret any confusion or 

inconvenience this may have caused. I appreciate your understanding as we work to correct the 

record. 

Thank you for your attention to this matter. If you have any further concerns or require 

additional information, please do not hesitate to reach out directly. 

Warmest regards, 

[Your Name] 

[Your Position] 

[Your Company/Organization] 


