Date: [Insert Date]

To: [Recipient's Name]
[Recipient's Position]
[Company Name]
[Company Address]

[City, State, Zip Code]

Dear [Recipient's Name],

| hope this message finds you well. | am writing to express my sincere contrition regarding an
oversight that occurred in [specific situation or project]. | realize that my actions may have
impacted our team's efforts and, ultimately, our goals.

Upon reflecting on the circumstances, | understand that | failed to [explain the oversight briefly].
| take full responsibility for this and am committed to rectifying the situation.

To ensure this does not happen again, 1 am implementing [briefly describe the actions you plan
to take]. I genuinely appreciate your understanding and support as | work through this process.

Thank you for your consideration, and | apologize once again for any inconvenience my
oversight may have caused. I look forward to continuing to work together towards our shared
objectives.

Sincerely,

[Your Name]



[Your Position]

[Your Contact Information]



