
Writing : Apologizing to a friend
( informal)  
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Dear Sarah,
I’m really sorry for what happened last week. I didn’t mean 
to cancel our plans at the last minute, and I know you were 
looking forward to spending time together. I had a lot of 
work to do, and I got overwhelmed. I feel terrible about 
letting you down, and I hope you understand.
If there’s anything I can do to make it up to you, please let 
me know. I really value our friendship, and I want to make 
things right. I hope we can meet soon to talk about it and 
have some fun like we always do.
Take care,
[Your Name]



Thank you for listening 


