
[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Date] 

[Recipient's Name] 

[Recipient's Title/Position] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to express my sincerest apologies for my remarks made on [specific date or 

occasion]. I realize that my words were offensive and did not reflect the respect and 

consideration that I have for you and others. 

It was never my intention to hurt or offend anyone, and I deeply regret any pain I may have 

caused. I have taken the time to reflect on my actions and understand the impact that my words 

can have. 

Please know that I am committed to learning from this situation and to ensuring that my future 

words and actions are more thoughtful and respectful. I value our relationship and hope to 

rebuild the trust that has been compromised. 

Thank you for your understanding and patience. I hope to discuss this matter further at your 

convenience. 

Sincerely, 

[Your Name] 


