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Dear [Recipient's Name],
I am writing to you today with a heavy heart, acknowledging a mistake I made that has impacted you. I understand that my actions [briefly describe the mistake, e.g., "in mishandling the project assigned to me," or "in miscommunicating important information"] have caused inconvenience and frustration. For this, I am truly sorry.
Upon reflection, I see clearly where I went wrong and the effects it had on our [work/relationship/project]. It was never my intention to [describe the impact, e.g., "create additional work for you," "compromise the quality of our project," or "hurt your feelings"]. I take full responsibility for my actions and the repercussions that followed.
In an effort to rectify my mistake, I have [mention any corrective actions you are taking, e.g., "corrected the errors in the report," "communicated the correct information to all parties involved," or "outlined steps to ensure this will not happen again"]. I am committed to learning from this experience to improve my [skills/behavior/communication] and to prevent a similar situation from occurring in the future.
I value our [relationship/working relationship] greatly, and it saddens me to know I have put it under strain. I hope to rebuild your trust and confidence in me through my actions moving forward. Please let me know if there is anything specific I can do to make amends and help move us past this incident.
Thank you for taking the time to read my apology. I appreciate your understanding and patience as I work to correct my mistake and ensure it does not happen again.
Sincerely,
[Your Name]
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