
Regretful Admission Letter 

Dear [Recipient's Name], 

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

recent modifications made to [specific project, document, or system] without the necessary 

authorization. 

It was never my intention to undermine protocol or cause any disruptions. I realize now that my 

actions were inappropriate and could have led to significant consequences. 

I take full responsibility for my actions and assure you that I am taking the necessary steps to 

rectify the situation. I am committed to following all established procedures moving forward and 

will ensure that such an oversight does not occur again. 

Thank you for your understanding. I appreciate your guidance in this matter and look forward to 

your feedback. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


