Letter of Acknowledgment and Apology

Date: [Insert Date]

To: [Recipient's Name]

[Recipient's Title]

[Company/Organization Name]

[Address]

Dear [Recipient's Name],

I am writing to formally acknowledge and apologize for the recent infringement of [specific
policy or guideline] that occurred on [specific date]. | understand that my actions were not in
compliance with the established policies of [Company/Organization Name], and | take full
responsibility for this oversight.

| recognize the importance of adhering to our policies, and | assure you that | have taken this
matter seriously. | am committed to ensuring that such an incident does not happen again in the
future. | have reviewed the relevant guidelines and will reinforce my understanding with [any
relevant training or actions].

Please accept my sincere apologies for any disruption or inconvenience my actions may have
caused. | greatly value our relationship and am dedicated to maintaining the integrity of our

policies.

Thank you for your understanding. Should you have any further concerns or require additional
information, please do not hesitate to contact me.

Sincerely,

[Your Name]

[Your Title]

[Your Company/Organization Name]

[Your Contact Information]



