Date: [Insert Date]

[Recipient's Name]

[Recipient's Address]

[City, State, Zip Code]

Dear [Recipient's Name],

| hope this message finds you well. I am writing to express my sincere regret regarding the
misunderstandings that occurred during our recent discussions. It was never my intention to
create any confusion, and | value the importance of clear communication between us.

Upon reflection, | realize that certain points may not have been articulated as clearly as | had
hoped. | appreciate your patience and understanding, and | am committed to ensuring that we

both have a mutual understanding moving forward.

Please feel free to share any further thoughts or concerns; | am here to listen and clarify any
issues that may still be outstanding.

Thank you for your understanding, and I am looking forward to our continued discussions.
Sincerely,

[Your Name]

[Your Position]

[Your Contact Information]



