
Formal Apology for Oversight in Project 

Planning 

Date: [Insert Date] 

To: [Staff Member's Name] 

From: [Your Name] 

Subject: Apology for Oversight in Project Planning 

Dear [Staff Member's Name], 

I hope this message finds you well. I am writing to formally apologize for the oversight in the 

recent project planning that has impacted our team's workflow and morale. 

Upon reflecting on the planning stages, I realize that important aspects were neglected, which 

affected the clarity of our objectives and deliverables. I understand that this oversight placed 

additional pressure on you and the entire team, for which I am truly sorry. 

Moving forward, I am committed to ensuring better communication and thorough planning 

processes to avoid similar issues. Your dedication and hard work are invaluable to our success, 

and I appreciate your understanding during this time. 

Thank you for your continued support and professionalism. Please feel free to share any 

concerns or suggestions you may have regarding our projects. 

Best regards, 

[Your Full Name] 

[Your Position] 

[Your Company] 


