Letter of Contrition for Policy
Misunderstanding

[Your Name]

[Your Address]

[City, State, Zip Code]

[Email Address]

[Date]

[Recipient Name]

[Recipient Title]

[Company/Organization Name]

[Company Address]

[City, State, Zip Code]

Dear [Recipient Name],

| am writing to express my sincere contrition regarding a misunderstanding of the policies set
forth by [Company/Organization Name]. Upon reflecting on my recent actions/decisions, |
realize that 1 did not adhere to the outlined guidelines, which may have caused inconvenience or
confusion.

| take full responsibility for this oversight and assure you that it was unintended. | value the
relationship | have with [Company/Organization Name] and have the utmost respect for the
policies that are in place to maintain order and fairness.

To rectify this situation, | have taken the following steps: [Briefly describe any steps being
taken]. I am committed to ensuring that this does not happen again and appreciate your

understanding in this matter.

Thank you for your attention to this matter. | look forward to continuing our positive relationship
moving forward.

Sincerely,

[Your Name]



[Your Title/Position, if applicable]



