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Professional Apology Email for a 
Mistake 

Subject: Sorry about that! 

Dear Mr. / Mrs. [name of the Recipient], 

I sincerely apologize to you for sending the wrong details and 

information regarding the company’s debtors. I admit my mistake and I 

seek an apology from you. 

Hopefully, you can understand that it was an unintentional mistake. I 

can realize that it wasted your precious time but it’s the year-end, and 

these days, I am under a lot of work pressure. Moreover, I am also 

going through a lot in my personal life so sometimes, I really can’t stay 

very much focused. 

Once again I am sorry about my mistake and I hope that you can forgive 

me for that. I will send you the required details and information by 

tomorrow. 

Best Regards, 

[Sender Name] 

[Designation] 

[Email Signature] 


