
Letter of Contrition 

Date: [Insert Date] 

Dear [Recipient's Name], 

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

mistake that occurred regarding [specific service issue]. I understand the impact this has caused 

and take full responsibility for the oversight. 

It was never my intention to cause any inconvenience, and I truly regret any trouble this may 

have resulted in for you. I value our relationship and appreciate your understanding as I strive to 

correct this situation. 

Please be assured that I am taking the necessary steps to ensure that this situation does not occur 

in the future. [Briefly mention any corrective action being taken]. 

Thank you for your patience and understanding during this time. If there's anything further I can 

do to make this right, please do not hesitate to reach out. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


