(Date of Letter)

( Nane)

(Street Address)

(City, State and Zi p Code)

Dear

It is ny understanding that certain statements (or actions) that were
recently made may have been m sconstrued or taken out of context. Often
i ndividuals or parties will repeat statements that have either been
m sappropriated to a particular individual or that do not conpletely
characterize everything that was said (or done). Because this matter has
bot hered ne to sone degree and since | have sone fear that ny words (or actions)
have been misconstrued fromwhat | understand, | wanted to conmunicate directly
to you my regret a m sunderstandi ng has arisen.

Regar dl ess of how the statements (or actions) were m sconstrued and
Wi t hout appropriating blanme to individual (s) and potentially creating an
addi tional problem | wanted to take this imedi ate opportunity to apol ogize to
you for any mi sunderstandings that may have occurred as a result of anything
that | may have said (or done). As you know, life is far too short for a
festering m sunderstanding to intervene between good rel ationshi ps that have
been | ong and wel | -established over nany years. Kindly accept ny apol ogi es.
When it is convenient to you, | would be nore than happy to visit with you for
the purpose of clarifying the matter with the best of intentions on ny part.
Hopi ng for your forgiveness, | remain --

Very truly yours,

(Signature)

(Addr ess)

(City, State and Zi p Code)

(Phone Nunber)
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