Apology Letter for Miscommunication

Date: [Insert Date]

To: [Recipient's Name]

From: [Your Name]

Subject: Apology for Miscommunication

Dear [Recipient's Name],

I hope this message finds you well. I am writing to sincerely apologize for the
miscommunication that occurred regarding [specific issue or situation]. It has come to my

attention that [describe the misunderstanding briefly].

| take full responsibility for any confusion that may have resulted from this situation. | value our
relationship and appreciate your understanding as we navigate through this matter.

To ensure we are on the same page moving forward, |1 would like to propose [suggest a solution
or next steps]. If you have any other suggestions, please feel free to share.

Thank you for your patience and understanding. | look forward to resolving this matter and
continuing our positive collaboration.

Sincerely,

[Your Name]
[Your Position]
[Your Company]

[Your Contact Information]



