Date: [Insert Date]

[Your Name]

[Your Address]

[City, State, Zip Code]
[Email Address]
[Phone Number]

[Recipient Name]

[Recipient Title]
[Company/Organization Name]
[Office Address]

[City, State, Zip Code]

Dear [Recipient Name],

I am writing to formally acknowledge my failure to act on the opportunity presented to me
regarding [insert specific opportunity or event]. | recognize that this oversight has implications
and consequences that could have been avoided with timely action.

It is my intention to learn from this experience and to ensure that | prioritize future opportunities
effectively. | appreciate the potential that was lost and am committed to making more informed
decisions moving forward.

Thank you for your understanding and support in this matter. | hope to rebuild any trust or
expectations that may have been affected by this oversight.

Sincerely,

[Your Name]



