
Apology Letter 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Date] 

[Recipient's Name] 

[Recipient's Position] 

[Company/Organization Name] 

[Company/Organization Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally apologize for my behavior on [specific date or occasion]. My actions 

during this time were unprofessional and did not reflect the standards expected of me. 

I take full responsibility for my behavior and the impact it had on those involved. I deeply regret 

any distress or disruption I may have caused to you and the team. 

Moving forward, I am committed to improving my conduct and ensuring that my actions are in 

line with our company's values. I appreciate your understanding and support as I work through 

this process. 

Thank you for your attention to this matter. I hope to regain your trust and contribute positively 

to our work environment. 

Sincerely, 

[Your Name] 


