
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Company/Organization Name]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

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

for [briefly explain the situation that warrants the apology]. I 

understand that this may have caused inconvenience and I am truly sorry 

for any trouble it may have caused you and your team. 

[Add more details about the situation and what specifically you are 

apologizing for. Acknowledge any mistakes and take responsibility.] 

I value our relationship with [XJS/Recipient's Organization] and am 

committed to making things right. In order to rectify the situation, I 

propose [outline any steps you will take to resolve the issue or propose 

a way to make amends]. 

Thank you for your understanding and patience. I appreciate the 

opportunity to address this matter and hope to continue our positive 

relationship moving forward. 

Sincerely,  

[Your Name]  

[Your Position]  

[Your Company/Organization] 


