[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],

| am writing to sincerely apologize for my recent comments made on [specific date or occasion].
Upon reflection, | realize that my words were disrespectful and did not align with the values of
[Company/Organization Name].

It was never my intention to offend you or anyone else involved. | understand that my comments
may have caused discomfort, and for that, I am truly sorry. | value our relationship and recognize

the importance of maintaining a respectful and professional environment.

Moving forward, | am committed to being more mindful of my words and actions. | appreciate
your understanding and patience as | work to improve myself.

Thank you for your consideration, and | hope we can move past this incident. | am looking
forward to your response.

Sincerely,

[Your Name]



