Date: [Insert Date]

To: [Recipient Name]
[Recipient Title/Position]
[Company/Organization Name]

Subject: Apology for Miscommumication Regarding Project Details
Dear [Recipient Name],

I am writing to sincerely apologize for the miscommunication that occurred regarding the details of our current project. I deeply regret any
confusion or inconvenience this situation may have caused you and your team.

Upon reflection, I realize that certain aspects of the project were not conveyed as clearly as they should have been. Specifically, [briefly mention
the misunderstood details], which may have led to misunderstandings about expectations and timelines.

Please rest assured that this oversight was unintentional and does not reflect our dedication to transparency and effective collaboration. To clarify,
[provide the correct or updated information about the project].

Moving forward, I am committed to ensuring that our communication channels remain open and that all relevant information is shared promptly and
accurately. | welcome any feedback or suggestions you may have on how we can improve our processes and work more effectively together.

Once again, | apologize for any disruption this may have caused. Thank you for your understanding and continued partnership. Please let me know
if there is anything further I can do to address this issue or if you have any concerns regarding the project.

Sincerely,

[Your Name]

[Your Title/Position]
[Company/Organization Name]



