
Letter of Understanding and Apology 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

To Whom It May Concern, 

I hope this message finds you well. I am writing to express my sincere apologies regarding the 

oversight that occurred during our recent flight arrangement. I understand the inconvenience this 

may have caused and I take full responsibility for the error. 

I want to assure you that this was an isolated incident and we are implementing measures to 

prevent this from happening in the future. Your understanding in this matter is greatly 

appreciated and we are committed to restoring your trust in our services. 

Thank you for your patience and understanding. If you have any further questions or concerns, 

please do not hesitate to reach out to me directly. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company/Organization Name] 


