
Formal Apology Letter for Miscommunication with Colleague
[Your Name]
[Your Position]
[Department]
[Company Name]
[Date]

[Colleague's Name]
[Colleague's Position]
[Department]
[Company Name]

Dear [Colleague's Name],

I am writing to sincerely apologize for the miscommunication that occurred regarding [specific situation, task, or project]. I understand that this has
caused confusion and may have impacted your workflow or created unnecessary difficulties.

Please accept my heartfelt apologies for any inconvenience my actions may have caused. Upon reflection, I recognize that I should have
communicated more clearly and ensured that we were both on the same page. This oversight was unintentional, and I take full responsibility for the
misunderstanding.

To clarify, [provide a brief explanation or clarification if necessary, but do not dwell on excuses]. I value our professional relationship and your
contributions to our team, and it was never my intention to cause any frustration or delay.

Moving forward, I am committed to improving my communication and will take extra care to ensure that our interactions are clear and
constructive. If there are any additional steps I can take to remedy this situation or improve our collaboration, please let me know.

Thank you for your understanding and professionalism. I look forward to continuing our work together and strengthening our positive working
relationship.

Sincerely,
[Your Name]
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