
Apology Letter 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

Dear [Boss's Name], 

I hope this message finds you well. I am writing to express my sincerest apologies for my recent 

behavior during [specific incident or event]. I deeply regret my actions and recognize that they 

were inappropriate and unprofessional. 

I understand that my behavior may have caused discomfort and disrupted the positive work 

environment that we strive to maintain. It was never my intention to upset you or the team, and I 

take full responsibility for my actions. 

Moving forward, I am committed to ensuring that my conduct reflects the values of our 

organization. I am fully dedicated to improving myself and regaining your trust. 

Thank you for your understanding, and I appreciate your support as I work through this matter. 

Please let me know if we can discuss this further at your convenience. 

Sincerely, 

[Your Name] 


