
Apology Letter 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to sincerely apologize for my unintentional 

forgetfulness regarding [specific event or task] on [date]. I understand the importance of this 

matter and regret any inconvenience my oversight may have caused. 

Please rest assured that I value our professional relationship and am committed to ensuring that 

such an oversight does not happen again. I have taken steps to improve my organizational skills 

and will make sure to double-check my commitments in the future. 

Thank you for your understanding and patience. I appreciate your support and look forward to 

continuing our work together. 

Warm regards, 

[Your Name] 

[Your Job Title] 

[Your Company Name] 

[Your Contact Information] 


