
Subject: Important Update Regarding Policy 

Error 

Dear [Recipient's Name], 

We hope this message finds you well. We are writing to inform you about a recent error that 

occurred within our policy framework that may have affected you. 

After a thorough review, we discovered that [briefly describe the nature of the error]. This 

mistake was not intentional, and we are committed to maintaining transparency while we rectify 

the situation. 

We understand the potential impact this may have, and we are taking immediate steps to correct 

the error, which includes [briefly describe the corrective actions being taken]. 

We sincerely apologize for any inconvenience this may have caused and appreciate your 

understanding as we resolve this matter. Your trust is important to us, and we are dedicated to 

ensuring similar issues do not arise in the future. 

If you have any questions or require further clarification, please do not hesitate to reach out to us 

at [contact information]. 

Thank you for your understanding. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 


