Date: [Insert Date]

[Recipient's Name]

[Recipient's Address]

[City, State, Zip Code]

Dear [Recipient's Name],

I hope this letter finds you well. I am writing to sincerely apologize for reversing the decision
regarding [specific decision or change] that was made on [initial date]. After careful
consideration and reflection, | realize that my initial choice may not have been in the best interest
of [mention the group or situation affected].

| understand that this reversal may cause confusion and frustration, and | deeply regret any
inconvenience it may create. It was never my intention to undermine your trust or the efforts

everyone has invested in this matter.

Please know that | have taken the necessary steps to ensure that such a situation does not occur in
the future. 1 value our relationship and appreciate your understanding during this time.

Thank you for your patience and understanding. | look forward to moving forward positively.
Sincerely,

[Your Name]

[Your Position]

[Your Company/Organization]

[Your Contact Information]



