
Apology Letter to Boss for Miscommunicating Team Responsibilities
[Your Name]
[Your Position]
[Department/Team]
[Date]

[Boss's Name]
[Boss's Position]
[Company Name]

Dear [Boss's Name],

I am writing to sincerely apologize for the miscommunication that occurred regarding the delegation of team responsibilities on [specific date or
project/event]. I realize that this oversight may have caused confusion within the team and impacted our workflow and project progress.

Upon reflection, I understand that I did not communicate the assignments and expectations as clearly as I should have. This led to overlapping
efforts and some tasks being left unattended, which was not my intention. I take full responsibility for this error and deeply regret any inconvenience
or disruption it may have caused.

To prevent similar issues in the future, I have already discussed the incident with the team and clarified everyone's roles for the remainder of the
project. I also intend to implement regular check-ins and utilize clearer written communications for task assignments going forward.

Please be assured of my commitment to maintaining transparent and effective communication with both you and the team. I appreciate your
understanding and guidance on this matter.

Thank you for your attention and support.

Sincerely,
[Your Name]
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