Date:
To
[The Recipient Name]
[Address]
Subject: Personal apology for a wrong press statement
Dear Adams,
With deep regret, I apologize to you personally for making the wrong statement against you in front of the press. Instead of acknowledging your excellence, I represented your distorted image. I know it was frustrating for you to be misrepresented before the media. Please understand this incident took place because of a misunderstanding. My statement was wrong, and I made it without knowing the whole issue. I have no excuse for committing such a great mistake.  
Adams, you know that media persons my office frequently. Sometimes, I become too quick in making a statement without knowing all the facts properly. As soon as I realized I had made mistake, I quickly printed a notice of clarification explaining your accurate position. I gave each media person a copy of this notice and strictly restrained them to make my statement on air.
Above mentioned steps are not enough to make up for that inconvenience that has been caused to your fame. But this gesture of mine can help me assist in rebuilding your trust in me. We have been good friends and will be forever. Our friendship must not be affected by an incident that took place because of a misunderstanding. Once again, I am sorry for my wrong statement. I will get a lesson from it and refrain myself from making such kind of statements without good knowledge of the issue.
Please feel free to let me know your concerns over this issue. You can contact me at [cell number] during office hours.
Sincerely,
Adams Smith
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