[Your Name]

[Your Address]

[City, State, ZIP Code]
[Email Address]
[Date]

[Recipient's Name]
[Recipient's Title/Position]
[Company/Organization Name]
[Company Address]

[City, State, ZIP Code]

Dear [Recipient's Name],

| hope this message finds you well. | am writing to express my sincere regret for not including
essential information in my previous communication regarding [specific topic or project]. |
realize that this oversight may have caused confusion, and for that, | am truly sorry.

To rectify this, | would like to clarify the points that were missed: [briefly outline the essential
information]. | appreciate your understanding and patience in this matter.

Thank you for your attention, and | apologize once again for any inconvenience this may have
caused. Please feel free to reach out if you have any further questions or require additional
information.

Warm regards,
[Your Name]
[Your Title/Position]



