
Letter of Regret 

Date: [Insert Date] 

To: [Recipient's Name] 

Subject: Apology for My Tone During Our Recent Discussion 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to express my sincere regret regarding the tone 

of voice I used during our recent discussion on [specific topic]. Upon reflection, I realized that 

my approach may have come across as inappropriate and could have unintentionally hurt or 

offended you. 

It was never my intention to create an uncomfortable atmosphere for our conversation. I value 

our relationship and the open communication we share, and I recognize that my tone did not 

reflect that appreciation. 

Please accept my heartfelt apology for this misstep. I am committed to ensuring that our future 

discussions are conducted in a more respectful and constructive manner. Your thoughts and 

feelings are important to me, and I want to make sure you feel heard and respected in every 

conversation we have. 

Thank you for your understanding, and I hope we can move past this incident. I genuinely 

appreciate your patience and willingness to communicate openly. 

Warm regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


