
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title/Position]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

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

for [specific incident or behavior]. I understand that my actions may 

have caused you distress, and for that, I am truly sorry. 

I take full responsibility for my behavior and recognize that it was 

inappropriate. I value our relationship and understand how important it 

is to treat each other with respect and understanding. 

Moving forward, I am committed to [explain what you will do to make 

amends or improve]. I hope you can find it in your heart to forgive me 

and allow us to move past this incident. 

Thank you for taking the time to read my letter. I appreciate your 

understanding and support during this time. 

Best regards,  

[Your Name] 


