
[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Position] 

[Company/Organization Name] 

[Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to express my sincere regret regarding the recent incident involving the inadvertent 

disclosure of confidential information. I fully understand the gravity of this breach and the 

potential implications it may have for our organization and its stakeholders. 

It was never my intention to compromise the integrity of our communication, and I take full 

responsibility for my actions. I assure you that I have taken immediate steps to mitigate the 

situation and prevent any further occurrences. 

Please accept my heartfelt apologies for any distress or inconvenience my actions may have 

caused. I value the trust placed in me and am committed to rectifying this mistake and ensuring it 

does not happen again. 

Thank you for your understanding, and I appreciate your continued support as we navigate this 

matter together. 

Sincerely, 

[Your Name] 


