
Apology Letter 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient's Name] 

[Recipient's Position] 

[Company/Organization Name] 

[Company/Organization Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to sincerely apologize for [briefly describe the 

error, e.g., "the mistake made in our recent project report"]. It has come to my attention that this 

error [explain the impact or consequences, e.g., "may have caused confusion among our team 

and affected the decision-making process"]. 

I take full responsibility for this oversight and I assure you that it was never my intention to 

cause any inconvenience. I understand the importance of accuracy in our work and regret any 

complications this may have caused. 

To rectify this situation, I have taken the following steps: [list actions taken to correct the error, 

e.g., "I have amended the report and will ensure that all future documents are thoroughly 

reviewed before submission."]. 

Thank you for your understanding and patience regarding this matter. I value our relationship 

and am committed to preventing such errors in the future. 

Warm regards, 

[Your Name] 



[Your Position] 

[Your Company/Organization] 


