
[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Position] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally apologize for the recent violation of our contractual agreement dated 

[Contract Date]. It has come to my attention that [describe the specific violation and 

circumstances]. 

This situation does not reflect our commitment to upholding our contractual obligations and I 

deeply regret any inconvenience this may have caused your organization. 

To rectify the situation, we are taking the following steps: [outline corrective actions]. We value 

our relationship with [Company Name] and are committed to regaining your trust. 

Thank you for your understanding and patience regarding this matter. Please feel free to reach 

out if you would like to discuss this further. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 


