
Letter of Apology 

Date: [Insert Date] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to sincerely apologize for the mistaken guidance 

I provided regarding [specific topic or advice]. I understand that my error may have caused 

confusion and inconvenience, and for that, I am truly sorry. 

In hindsight, I realize that my response was not accurate and did not meet your expectations. I 

take full responsibility for the oversight and am committed to ensuring that it does not happen 

again. I appreciate your understanding and patience as I work to rectify the situation. 

Please feel free to reach out if you need further clarification or assistance on this matter. I value 

your trust and hope to regain your confidence in my guidance moving forward. 

Thank you for your understanding. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


