
Date: [Insert Date] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to express my sincere regret regarding the recent 

miscommunication that occurred regarding the timing of [specific event or meeting]. I 

understand the importance of timely information, and I acknowledge that my oversight may have 

caused inconvenience. 

Please know that it was never my intention to create any confusion, and I take full responsibility 

for the lapse in communication. I value our relationship and appreciate your understanding 

during this matter. 

Moving forward, I will ensure that such misunderstandings do not happen again, and I am 

committed to improving our communication processes. 

Thank you for your patience and understanding. I look forward to continuing our collaboration. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


