Letter of Understanding and Apology

Date: [Insert Date]

Dear [Recipient's Name],

I hope this message finds you well. | wanted to take a moment to reflect on our recent
conversation. | recognize that it was a turbulent exchange, and I sincerely apologize for any
distress my words may have caused you.

Upon reflection, | understand that my tone and choices of words may have been inappropriate,
and | take full responsibility for that. It was never my intention to upset you or escalate the
situation.

| value our relationship and want to ensure that we can communicate openly and honestly. I hope
we can put this misunderstanding behind us and move forward positively. Please let me know
when you would be available to discuss this further or if there is anything | can do to rectify the
situation.

Thank you for your understanding and patience.

Sincerely,

[Your Name]

[Your Contact Information]



