[Your Name]

[Your Address]

[City, State, Zip Code]

[Email Address]

[Date]

[Recipient Name]

[Recipient Title]

[Company/Organization Name]

[Company Address]

[City, State, Zip Code]

Dear [Recipient Name],

| hope this message finds you well. I am writing to express my sincerest regret for not addressing
some important information in our previous communication regarding [specific topic or issue]. It
was not my intention to overlook crucial details that could impact our discussion.

Upon reflection, | realize that the omission might have caused confusion or hindered our
progress. | deeply appreciate your understanding and patience as we navigate through this
matter. Please rest assured that | am committed to rectifying the situation and providing all

necessary information going forward.

Thank you for your understanding. I look forward to your response and am eager to move ahead
collaboratively.

Sincerely,
[Your Signature (if sending a hard copy)]
[Your Printed Name]

[Your Position]



