
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this message finds you well. I am writing to sincerely apologize 

for [specific reason for the apology]. I understand that my actions may 

have caused [mention any impact or consequence], and I take full 

responsibility for them. 

Please know that this was not my intention, and I am committed to making 

amends. In order to rectify the situation, I propose [mention any 

corrective actions you plan to take]. I genuinely value our relationship 

and would like to ensure that this incident does not affect our future 

interactions. 

Thank you for your understanding and patience regarding this matter. I 

appreciate the opportunity to express my remorse and hope to regain your 

trust. 

Warm regards,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Position, if applicable] 


