Letter of Acknowledgment and Apology

Date: [Insert Date]

[Recipient's Name]

[Recipient's Address]

[City, State, Zip Code]

Dear [Recipient's Name],

I hope this message finds you well. I am writing to formally acknowledge and sincerely
apologize for the offensive remarks | made during [insert specific event or context]. | deeply
regret my words and recognize that they were inappropriate and hurtful.

My intention was never to cause harm, and | understand that my comments may have impacted
you and others in a negative way. | take full responsibility for my actions, and | am committed to
learning from this experience to ensure it does not happen again.

Thank you for your understanding and patience. | appreciate your willingness to engage in
further dialogue, should you feel comfortable doing so. Please know that | am taking steps to

educate myself and prevent similar mistakes in the future.

Once again, | am truly sorry for my remarks and any distress they may have caused. | value our
relationship and hope to make amends.

Sincerely,
[Your Name]
[Your Title/Position, if applicable]

[Your Contact Information]



