Letter of Explanation and Apology

Date: [Insert Date]

To: [Recipient's Name]
Address: [Recipient's Address]
Dear [Recipient's Name],

I hope this message finds you well. I am writing to sincerely apologize for the misunderstanding
that occurred on [insert date of incident]. After reflecting on our conversation, | realize that my
words may have been unclear and could have led to confusion.

Please allow me to explain the situation further. [Provide a brief explanation of the
misunderstanding]. I understand how this might have affected you and recognize that my words
did not convey my true intentions.

| take full responsibility for this miscommunication and assure you that it was never my intention
to cause any distress. | value our relationship and hope to resolve this matter amicably.

Thank you for your understanding and patience in this matter. | am committed to ensuring that
such misunderstandings do not occur in the future.

Sincerely,

[Your Name]

[Your Position/Title if applicable]
[Your Contact Information]



