Letter of Contrition

Date: [Insert Date]

To: [Recipient's Name]

From: [Your Name]

Subject: Letter of Contrition for Policy Violation

Dear [Recipient's Name],

| am writing to express my sincere contrition regarding my recent failure to adhere to the
[specific policy] policy established by our organization. | understand that my actions did not
meet the expectations set forth and may have caused disruption to our team.

It was never my intention to disregard protocol, and | take full responsibility for my behavior. |
recognize that adherence to policies is crucial for maintaining professionalism and ensuring a
harmonious work environment.

Moving forward, | am committed to rectifying my mistakes and ensuring that I fully understand
and abided by all policies. | appreciate any guidance or resources you can provide to help me

comply better in the future.

Thank you for your understanding, and | hope to demonstrate my commitment to our team's
values going forward.

Sincerely,
[Your Name]
[Your Position]

[Your Contact Information]



