
Apology Letter for Policy Oversight 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Address] 

Dear [Recipient's Name], 

I am writing to express my sincere apologies for the oversight regarding [specific policy or 

issue]. We understand that this lapse may have caused confusion and inconvenience, and I want 

to assure you that we take this matter seriously. 

Upon reviewing the situation, we recognize the impact of failing to adhere to our established 

policies. We are committed to rectifying this oversight and have already initiated steps to ensure 

that it does not happen again in the future. 

Thank you for your understanding and patience during this time. If you have any further 

questions or concerns, please do not hesitate to reach out to me directly. 

Sincerely, 

[Your Name] 

[Your Title] 

[Company/Organization Name] 

[Contact Information] 


