
Letter of Explanation and Apology for Temporary 

Suspension 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally apologize for the temporary 

suspension that has occurred regarding [specific detail about the suspension]. This decision was 

not made lightly, and I would like to provide you with a clear explanation. 

[Insert detailed explanation of the reasons for the suspension, ensuring to express understanding 

and remorse.] 

We recognize the impact this may have on you and would like to assure you that we are taking 

necessary steps to resolve the situation promptly. [Insert any actions being taken to rectify the 

issue or prevent future occurrences.] 

Once again, I sincerely apologize for any inconvenience this may have caused you. We value 

your [relationship, understanding, patience, etc.] during this time and appreciate your support as 

we work through this situation. 

Thank you for your consideration. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company/Organization] 

[Your Contact Information] 


