Formal Apology Letter
Date: [Insert Date]

[Your Name]

[Your Position]

[Your Company]

[Company Address]

[City, State, Zip Code]

[Colleague's Name]
[Colleague's Position]
[Colleague's Company]
[Company Address]

[City, State, Zip Code]

Dear [Colleague's Name],

| am writing to formally apologize for the miscommunication that occurred regarding [specific
issue or project]. I understand that this situation may have caused confusion and frustration, and |
take full responsibility for my part in it.

It was never my intention to create any misunderstanding, and | value our collaboration deeply. |
have taken steps to ensure clearer communication in the future by [mention any actions taken or

improvements planned].

Thank you for your understanding, and | appreciate your patience. Please feel free to reach out if
you would like to discuss this matter further.

Sincerely,



[Your Name]
[Your Position]

[Your Contact Information]



