Date: [Insert Date]

Dear [Recipient's Name],

| hope this message finds you well. | am writing to sincerely apologize for not providing the
adequate support you needed during [specific situation or time period]. | understand that my lack

of assistance has caused inconvenience and may have impacted your experience negatively.

Please know that it was never my intention to leave you feeling unsupported. I value our
relationship greatly and regret any distress my actions (or inactions) may have caused you.

Moving forward, | am committed to ensuring that you receive the necessary assistance and
support. If there are specific areas where you feel I can improve, | would greatly appreciate your
feedback.

Thank you for your understanding and patience. | look forward to hearing from you.

Sincerely,

[Your Name]

[Your Position]

[Your Contact Information]



