Date: [Insert Date]

[Your Name]

[Your Address]

[City, State, Zip Code]

[Email Address]

[Phone Number]

[Recipient's Name]

[Recipient's Title]

[Company/Organization Name]

[Company Address]

[City, State, Zip Code]

Dear [Recipient's Name],

I hope this message finds you well. I am writing to express my sincere contrition regarding my
recent decision to [briefly describe the decision]. Upon further reflection, I realize that this
choice was not in alignment with our goals and values.

It has become clear to me that retracting this decision is in the best interest of [mention any
impacted parties, e.g., the team, the project]. I am truly sorry for any confusion or inconvenience

this may have caused and am committed to making things right.

| appreciate your understanding and support as we move forward. Thank you for your patience
during this time.

Sincerely,

[Your Name]



