Apology Letter

Dear [Recipient's Name],

I hope this message finds you well. I am writing to sincerely apologize for missing the details in
our recent communication regarding [specific topic or project]. | realize that my oversight may
have caused confusion and inconvenience, and for that, I am truly sorry.

It was never my intention to overlook important information, and 1 take full responsibility for
this oversight. | value our relationship and assure you that | am taking steps to improve my
communication processes to prevent this from happening in the future.

Thank you for your understanding and patience. | appreciate your consideration, and | look
forward to resolving any outstanding issues caused by my mistake. Please feel free to reach out if
you have any concerns or require further clarification.

Sincerely,

[Your Name]
[Your Position]
[Your Company]



