Your Name

Your Address

City, State, Zip Code

Email Address

Phone Number

Date

Recipient Name

Recipient Title

Company/Organization Name

Company Address

City, State, Zip Code

Dear [Recipient Name],

| am writing to formally apologize for the oversight regarding [specific issue or situation]. |
sincerely regret any inconvenience this may have caused you and assure you it was

unintentional.

Upon reviewing the situation, I understand that [explain what went wrong]. This was not up to
the standards we strive to maintain, and | take full responsibility for this lapse.

To rectify this issue, | [explain what steps you are taking to make amends, if applicable]. | am
committed to ensuring this does not happen again and appreciate your understanding as we move
forward.

Thank you for your patience and understanding in this matter. | highly value our relationship and
look forward to continuing to work together.

Sincerely,
[Your Name]

[Your Position]



