
Letter of Regret 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient Name] 

[Recipient Position] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I am writing to formally express my regret regarding my recent behavior during [specific 

incident or situation]. I acknowledge that my actions were unprofessional and did not meet the 

standards expected in our workplace. 

I understand that my conduct may have caused discomfort and concern among my colleagues 

and affected our team's dynamic. I deeply regret any negative impact this may have had on you 

and the organization. 

Moving forward, I am committed to reflecting on my behavior and taking the necessary steps to 

ensure that it does not happen again. I appreciate your understanding and support as I work 

towards personal improvement. 

Thank you for your attention to this matter. I am hopeful for the opportunity to rebuild trust and 

demonstrate my commitment to professionalism. 

Sincerely, 

[Your Name] 


