L_etter of Recognition and Apology

Date: [Insert Date]

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

I am writing to formally acknowledge the misinformation that was shared regarding [specific
topic or event]. | recognize that this information may have caused confusion and frustration.

It was never my intention to mislead you or anyone else, and | sincerely apologize for any
inconvenience this may have caused. | appreciate your understanding as we work to clarify the
situation.

Moving forward, | am committed to ensuring that accurate and reliable information is shared in
all communications. Thank you for your understanding and patience.

Warm regards,
[Your Name]

[Your Position]
[Your Organization]

[Your Contact Information]



