Letter of Apology for Unprofessional Email
Mistakes

Date: [Insert Date]
Dear [Recipient's Name],

I hope this message finds you well. I am writing to sincerely apologize for the unprofessional
email I sent on [insert date of the email]. | deeply regret any confusion or inconvenience this may
have caused you.

Upon reflection, | realize that my wording was inappropriate and did not align with the standards
of our communication. I take full responsibility for this oversight and assure you it was not my
intention to [describe the specific issue].

To rectify this situation, | have taken the following steps: [list any corrective actions you will
take or have taken]. I am committed to ensuring that this does not happen again in the future.

Thank you for your understanding and patience. | value our professional relationship and look
forward to continuing to work together positively.

Warm regards,

[Your Name]

[Your Job Title]

[Your Company]

[Your Contact Information]



