L_etter of Remorse for Overlooked
Responsibilities

Date: [Insert Date]

To: [Recipient's Name]

Subject: Apology for Overlooked Responsibilities

Dear [Recipient's Name],

| hope this message finds you well. | am writing to express my sincere remorse for not fulfilling
my responsibilities in [mention the specific situation or project]. | understand the importance of
my role and deeply regret any inconvenience my oversight may have caused.

Upon reflection, | recognize that my failure to [specific tasks or duties neglected] not only
impacted the team's progress but also created additional stress for you and others. | take full
responsibility for my actions and assure you that it was never my intention to let the team down.
To make amends, | am committed to [mention any steps you will take to rectify the situation,
e.g., completing outstanding work, improving time management, etc.]. | value our collaboration
and want to ensure that | contribute positively moving forward.

Thank you for your understanding and support. | appreciate your patience as | work to regain
your trust, and I am hopeful for the opportunity to make things right. Please feel free to reach out
if you would like to discuss this matter further.

Sincerely,

[Your Name]

[Your Position]

[Your Contact Information]



