Letter of Contrition

Dear [Recipient's Name],

I hope this message finds you well. I am writing to express my sincere apologies regarding the
recent conversion issue that occurred on [date of conversion]. It has come to my attention that
there were significant flaws in the process that resulted in [briefly describe the impact].

| take full responsibility for the oversight and understand the frustration it has caused. It was
never my intention to [mention any negative consequences]. | deeply regret any inconvenience
this may have caused to you and the team.

To rectify the situation, I have [outline any corrective actions being taken]. I am committed to
ensuring that such a mistake does not happen again, and | appreciate your understanding as we
work through the solutions.

Thank you for your patience and understanding in this matter. | value our relationship and am
determined to regain your trust.

Sincerely,
[Your Name]

[Your Position]
[Your Contact Information]



