Admit Your Own Business Errors [Replace title with letterhead]
Dear _________________: [Insert title and name of addressee]
  

I would like to extend my sincerest apologies for _________________. [Insert nature of error] I understand that this may have affected ____________________. [Insert explanation of how your mistake affected the addressee.]
  

Going forward in an attempt to avoid the same mistake from happening again _________________. [Insert plan for avoidance of repeating the mistake.]
  

_________________. [If applicable insert how you will rectify the situation or reimburse the wronged party.]
  

Again, please accept my apology. 
  

Sincerely, 

  

  

  

_________________ [Title and name.]
_________________ [Signature]
