
Formal Apology Letter 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Manager/Supervisor's Name], 

I am writing to formally apologize for my unprofessional conduct on [insert date or occasion]. 

My actions were not in line with the standards of professionalism expected at [Company Name] 

and I deeply regret any disruption or discomfort I may have caused to you or my colleagues. 

I take full responsibility for my behavior and understand that it may have affected the workplace 

environment negatively. It was never my intention to create any issues, and I am committed to 

making amends. 

I have reflected on my actions and am taking steps to ensure that this does not happen again in 

the future. I value my position at [Company Name] and the trust that has been placed in me. I am 

dedicated to upholding the professional standards expected of me moving forward. 

Once again, I sincerely apologize for my conduct and appreciate your understanding in this 

matter. Thank you for your attention, and I hope to demonstrate my commitment to improvement 

in the days to come. 

Sincerely, 

[Your Name] 

[Your Position] 


