
Apology Letter 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[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 sincerely apologize for the unkind words I 

said during our recent conversation. I regret the way I expressed my feelings and the impact it 

may have had on you. 

It was never my intention to hurt you or cause any distress. Upon reflection, I recognize that my 

words were thoughtless and unkind. I value our relationship and am truly sorry for the pain I 

have caused. 

Please know that I am committed to being more mindful of my words in the future. I would 

appreciate the opportunity to discuss this further and make amends. 

Thank you for considering my apology. I hope to hear from you soon. 

Sincerely, 

[Your Name] 


