Letter of Regret

Date: [Insert Date]

To: [Recipient's Name]

[Recipient's Address]

Dear [Recipient's Name],

I hope this message finds you well. I am writing to express my sincere regret regarding the
misleading details | shared with you on [Insert Date/Occasion]. Upon reflection, | realize that the
information provided was not accurate and may have caused you unnecessary confusion or
concern.

| take full responsibility for this oversight and understand the importance of delivering accurate
information. Please be assured that | am taking steps to ensure this does not happen again in the

future.

If there are any specific questions or clarifications you would like, please do not hesitate to reach
out to me. | appreciate your understanding and patience in this matter.

Thank you for your understanding.
Sincerely,

[Your Name]

[Your Position]

[Your Contact Information]



