Letter of Apology

Date: [Insert Date]
[Your Name]

[Your Address]

[City, State, Zip Code]
[Email Address]

[Phone Number]

[Recipient's Name]
[Recipient's Title]
[Company/Organization Name]
[Company Address]

[City, State, Zip Code]

Dear [Recipient's Name],

I am writing to sincerely apologize for the unauthorized modifications made to [specific
document, project, or system] on [specific date]. It was never my intention to disrupt the
workflow or undermine the integrity of our work.

| understand the importance of following established protocols and the trust that was placed in
me. | take full responsibility for my actions and acknowledge the impact they may have caused.

Please rest assured that | have learned from this mistake and will take all necessary steps to
ensure it does not happen again in the future.

| appreciate your understanding and patience regarding this matter and am committed to

regaining your trust.



Thank you for your attention to this matter.

Sincerely,

[Your Name]

[Your Position]



