Apology Letter

Date: [Insert Date]

[Recipient's Name]

[Recipient's Title]

[Company Name]

[Company Address]

[City, State, ZIP Code]

Dear [Recipient's Name],

| hope this message finds you well. I am writing to sincerely apologize for [specific reason for
the apology]. I recognize that my actions may have caused inconvenience and misunderstanding,
and for that, 1 am truly sorry.

It was never my intention to [explain briefly what happened], and | understand how this situation
could have been frustrating for you and your team. | take full responsibility for the oversight and
appreciate your understanding as we navigate this issue together.

Going forward, I am committed to ensuring that this does not happen again. | am implementing
[mention any corrective steps you are taking], and | am confident that this will enhance our

working relationship.

Thank you for your patience and understanding in this matter. I value our partnership and look
forward to continuing to work together positively.

Sincerely,

[Your Name]
[Your Title]
[Your Company]

[Your Contact Information]



