[Your Name]

[Your Address]

[City, State, Zip Code]

[Email Address]

[Date]

[Recipient's Name]

[Recipient's Position]

[Company's Name]

[Company's Address]

[City, State, Zip Code]

Dear [Recipient's Name],

| hope this message finds you well. I am writing to sincerely apologize for my oversight
regarding [specific task or project name] that occurred on [date]. | understand that my negligence
may have caused inconvenience and disrupted our workflow.

It was never my intention to let the team down, and | take full responsibility for not meeting our
expectations on this occasion. | have taken the necessary steps to ensure that such an oversight
will not happen again, including [mention any corrective actions you are implementing].

Thank you for your understanding and support. | appreciate the opportunity to rectify this
situation and regain your trust. Please feel free to reach out if there's anything further I can do to
address this matter.

Sincerely,

[Your Name]

[Your Position]



