Apology Letter for Neglecting
Responsibilities

Date: [Insert Date]

Dear [Recipient's Name],

I hope this message finds you well. I am writing to sincerely apologize for my recent neglect of
[specific responsibilities] that were expected of me. | acknowledge that my lack of attention has
caused inconvenience and disruption.

It was never my intention to let you down, and | deeply regret any stress or extra work my
actions may have caused you. | take full responsibility for my oversight and understand the

importance of my role in our [team/project/relationship].

To rectify this situation, | am committed to [specific actions you will take to improve and ensure
responsibilities are met]. | appreciate your understanding and patience during this time.

Thank you for your continued support. | assure you this will not happen again, and | am eager to
move forward positively.

Sincerely,
[Your Name]
[Your Position]

[Your Contact Information]



