Date: [Insert Date]

[Your Name]

[Your Position]
[Company Name]
[Company Address]
[City, State, Zip Code]

[Recipient Name]
[Recipient Position]
[Company Name]

Dear [Recipient Name],

I hope this message finds you well. I am writing to sincerely apologize for the oversight
regarding [specific issue or incident] that occurred on [date or time frame]. | take full
responsibility for the mistake and understand the impact it has had on [mention any affected
parties or projects].

It was never my intention to [mention any specific harm or inconvenience], and | regret any
confusion or disruption this may have caused. | have already taken steps to ensure this does not
happen again, including [mention any corrective actions taken].

Thank you for your understanding and patience regarding this matter. I value our working
relationship and am committed to restoring your trust. If you would like to discuss this further, |
am more than willing to meet at your convenience.

Sincerely,

[Your Name]
[Your Contact Information]



