
Letter of Sincere Apology 

Date: [Insert Date] 

To: [Recipient's Name] 

Address: [Recipient's Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to sincerely apologize for not fulfilling my 

commitments regarding [describe the specific commitments]. I understand how important these 

commitments are, and I am truly sorry for any inconvenience my actions may have caused. 

Unfortunately, [briefly explain the reason for unmet commitments, if appropriate]. However, this 

is not an excuse, and I take full responsibility for not meeting your expectations. 

Moving forward, I am taking steps to ensure this does not happen again, including [mention any 

specific actions you are taking]. I value our relationship and would like the opportunity to make 

amends. 

Thank you for your understanding and patience. I appreciate your continued support and hope to 

regain your trust. 

Sincerely, 

[Your Name] 

[Your Title/Position, if applicable] 

[Your Contact Information] 


