
[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Date] 

[Recipient's Name] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to sincerely express my regret for the trouble 

you experienced regarding [specific issue]. It was never my intention to cause any 

inconvenience, and I truly appreciate your patience during this matter. 

We value your [relationship, such as business, friendship, etc.] and are committed to ensuring 

that such issues do not arise in the future. Please let me know what I can do to rectify the 

situation and make amends. 

Thank you for your understanding. 

Warm regards, 

[Your Name] 


