Date: [DATE]
To
[The Recipient Name]
[Designation]
[Company Name]
[Address, City, STATE, Zip]
Subject: Apology for preparing an incorrect report

Dear Sir,
I am Charles, working as an assistant director in the sales and marketing department of your company. I am writing you this letter to submit my apology for the big mistake which I made while preparing the project feasibility report and due to which, we were not given that project. 
I have realized that my way of report preparation was not an accurate one and due to this reason, we had to devoid of an important project. Now, I wish to say sorry from the core of my heart, and at the same time, I seek another opportunity to prepare a correct report and to prove my worth which has been lost after this mistake.
I held some successful meetings with the project head at [XYZ limited] and the process was going in smoothly when one of the representatives from his company found some technical errors in my report. Instead of rectifying those mistakes, I tried to cover up the matter and sent them a mail containing a few minor lies. It was one of the worst decisions I made at that time and I should have behaved more responsibly in terms of my actions. 
We had to suffer a lot owing to my incorrect report as our company not only had to let go of an important project, but its reputation was also lost. 
After all this, I am having full knowledge of the fact that you can dismiss me at the spot, but I want to ask for another chance for the preparation of the correct report. I promise that I will get a new project within one week to cover up my mistake.
I am an honest, punctual, hardworking, and dedicated employee of the company, having the best track record but “to err is human”. Considering this fact in mind, please do not take a serious step as a result of my incorrect report. I hope you will forgive me and take a light decision in this regard.
Yours sincerely,
[XYZ]
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