[Your Name]

[Your Address]

[City, State, Zip Code]

[Email Address]

[Date]

[Recipient's Name]

[Recipient's Address]

[City, State, Zip Code]

Dear [Recipient's Name],

| hope this message finds you well. | am writing to acknowledge the misunderstanding that
occurred during our recent conversation on [specific date]. | realize that there may have been

some miscommunication regarding [specific details of the misunderstanding].

Please accept my sincerest apologies for any confusion or frustration this may have caused you.
It was never my intention to misrepresent my thoughts or feelings.

Moving forward, | want to ensure that we are on the same page. | value our relationship and
appreciate your understanding as we clarify these matters.

Thank you for your patience, and | look forward to resolving any outstanding issues.
Sincerely,

[Your Name]



