
Letter of Explanation for Misconduct 

Date: [Insert Date] 

To: [Recipient's Name] 

Position: [Recipient's Position] 

Company/Organization: [Recipient's Company] 

Dear [Recipient's Name], 

I am writing to formally address the recent incident that occurred on [insert date of the incident]. 

I understand that my actions were inappropriate and may have caused disruption to the 

workplace, and I take full responsibility for my behavior. 

Specifically, [briefly explain the misconduct, including relevant details]. I realize that this 

behavior does not align with the standards expected of me and the values of 

[Company/Organization]. 

Since the incident, I have reflected on my actions and have taken steps to ensure that it does not 

happen again. [Describe any actions taken to rectify the situation, such as seeking counseling, 

attending a workshop, etc.]. 

I sincerely apologize for any distress my actions may have caused and assure you that I am 

committed to making positive changes moving forward. Thank you for your understanding and 

support as I work to improve myself. 

Yours sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


