
[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Position] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to sincerely apologize for the mistake I made regarding [specific details of the 

mistake]. I recognize the impact this has had on the team and our goals, and I take full 

responsibility for my actions. 

Upon reflection, I understand how my oversight has affected our project and the trust you have 

placed in me. I assure you that this was never my intention and I am committed to learning from 

this experience. 

Moving forward, I have implemented [specific steps you will take to prevent a similar mistake] 

to ensure this does not happen again. I value our working relationship and deeply regret any 

inconvenience I have caused. 

Thank you for your understanding and patience as I navigate this situation. I appreciate your 

guidance and support. 

Sincerely, 

[Your Name] 


