
Sample Letter Of Apology And Correction Of Error

Subject: Apology and Correction of Error

Dear [Recipient's Name],

I am writing this letter to express my sincere apologies for the error made in [describe the error or

mistake that occurred]. I understand the inconvenience and frustration this may have caused you,

and I take full responsibility for the oversight.

First and foremost, I want to assure you that correcting this mistake is my top priority. I have

thoroughly investigated the situation and identified the root cause of the error. I am committed to

rectifying the issue promptly to ensure that it does not happen again in the future.

To address the error, I have taken the following corrective measures:

1. [Explain the steps you have taken or will take to correct the error.]

2. [If applicable, mention any additional measures or precautions you have implemented to prevent

similar errors in the future.]

I understand that your trust in our [company/organization] may have been shaken by this incident,

and I want to emphasize that we value our relationship with you. Please be assured that we are fully

committed to providing you with excellent service and ensuring that such mistakes are avoided

moving forward.

In recognition of the inconvenience caused, I would like to offer [offer compensation or a gesture of

goodwill, if appropriate]. I hope that this gesture demonstrates our genuine regret and the

importance we place on your satisfaction.

If you have any further questions or concerns, please do not hesitate to contact me directly at [your

contact information]. I am more than willing to discuss the matter further and provide any additional

information you may require.

Once again, I sincerely apologize for any inconvenience caused and assure you that we are

committed to making it right. Thank you for your understanding and patience.

Yours sincerely,



[Your Name]


