Apology Letter

Date:

[Recipient's Name]

[Recipient's Address]

Dear [Recipient's Name],

I hope this letter finds you well. I am writing to express my sincere apologies for the unfavorable
choices | made regarding [specific situation]. | recognize that my decisions have caused
inconvenience and disappointment.

Upon reflection, | understand how my actions impacted you and the circumstances surrounding
them. It was never my intention to [mention specific negative effect], and | deeply regret any
distress I may have caused.

Please know that | am committed to making amends and learning from this experience. | value
our relationship and appreciate your understanding as | work to improve and ensure this does not

happen again.

Thank you for your consideration. | hope to move forward positively and rebuild the trust that
may have been lost.

Sincerely,
[Your Name]
[Your Address]

[Your Contact Information]



