
Admission and Apology Letter 

Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally acknowledge and apologize for our 

recent noncompliance with [specific policy/procedure]. This oversight occurred on [specific 

date], and we fully recognize the impact it may have had on our partnership and your operations. 

We take this matter very seriously and have already taken steps to ensure that similar situations 

do not occur in the future. Our team has engaged in a thorough review of our procedures and is 

making changes to align more closely with [policy name]. 

We value our relationship with [Company/Organization Name] and are committed to upholding 

the highest standards of compliance moving forward. We sincerely apologize for any 

inconvenience this may have caused and appreciate your understanding and support as we rectify 

this situation. 

Thank you for your attention to this matter. Please feel free to reach out if you have any further 

questions or need additional information. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company/Organization Name] 

[Your Contact Information] 


