Date: [Insert Date]

[Board of Directors' Name]

[Company Name]

[Company Address]

[City, State, Zip Code]

Dear Members of the Board,

| am writing to express my sincere apologies for the recent communication errors that have
occurred within our organization. | recognize that these mistakes may have caused frustration
and confusion, and for that, | am truly sorry.

Effective communication is essential to our success, and | take full responsibility for the
oversight. | understand the importance of keeping the board informed and will implement

measures to ensure this does not happen again in the future.

Thank you for your understanding and continued support. | value the trust you have placed in me
and am committed to restoring that trust moving forward.

Sincerely,
[Your Name]
[Your Position]

[Contact Information]



