
[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Position] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally apologize for my recent misconduct on [specific date or event]. I deeply 

regret my actions and understand the negative impact they had on [the team, the project, the 

workplace]. 

My behavior was unprofessional and did not reflect the values that I strive to uphold. I take full 

responsibility for my actions and understand that they were unacceptable. I assure you that I am 

taking steps to rectify the situation and prevent it from happening again in the future. 

I value my position and the relationships I have with my colleagues and clients, and I am 

committed to making amends. Thank you for your understanding, and I hope to regain your trust 

moving forward. 

Sincerely, 

[Your Name] 


