Date: [DATE]
To
[The Recipient Name]
[Designation]
[Company Name]
[Address, City, STATE, Zip]
Subject: Apology for preparing incorrect report
Dear Sir,
I want to express my deep feelings of regret for preparing an incorrect report on a very important project. I am well aware of the fact that I have not been able to deliver what was being expected from me and that owing to a lot of technical mistakes in my report, we have not only lost an important project but also our repute in the market.
Although I am responsible for the current embarrassment which has been created due to my mistake one thing, I want to mention here is that I have not been able to keep a balance between my personal and professional life. You know that my wife died last month, leaving me and my children in a shocking situation. In order to deal with the situation, I had been using sleeping pills for more than a month for mental peace. My professional life must have not been affected by my personal life, but you know sir, emotions go side by side with the man, and my current mistake in the form of incorrect report preparation is a result of that crisis.
Before you take any serious step against my mistake, I wish to say that I love my work and current company. I promise that such a mistake will never be repeated in the future. Please accept my apology for preparing an incorrect report and give me another chance for the same purpose. I will prepare the same report accurately within two days and win a new project for my company. Thanking you in anticipation.
Yours truly,
[[XYZ]]
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