
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[KTBS]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this message finds you well. I am writing to sincerely apologize 

for [specific issue or incident]. I understand that my actions may have 

caused [specific impact], and I take full responsibility for this. 

Upon reflection, I realize that [explain briefly the circumstances or the 

mistake]. I understand how this could have affected [mention stakeholders 

or individuals involved], and I am truly sorry for any inconvenience 

caused. 

To rectify this situation, I am [explain what you are doing to make 

amends or avoid future issues]. I value our relationship with KTBS and 

appreciate your understanding and patience as I work through this matter. 

Once again, I apologize for any disruption caused, and I appreciate the 

opportunity to make things right. Thank you for your understanding. 

Sincerely,  

[Your Name]  

[Your Job Title] (if applicable)  

[Your Company Name] (if applicable) 


