Subject: Sincere Apology

Dear [Recipient's Name],

I hope this message finds you well. I am writing to sincerely apologize
for [specific reason for the apologyl]. I realize that my actions may have
caused you [mention any impact on the recipient], and for that, I am
truly sorry.

Please know that it was never my intention to [mention any unintended
consequences]. I am taking steps to ensure that this does not happen
again in the future. [Briefly mention what you plan to do differently].
Thank you for your understanding and patience regarding this matter. I
value our relationship and hope to move forward positively.

Warm regards,

[Your Name]

[Your Contact Information]

[Your Position, if applicable]



