[Your Name]

[Your Address]

[City, State, Zip Code]
[Email Address]
[Phone Number]
[Date]

[Recipient's Name]
[Recipient's Title]
[Company/Organization Name]
[Company Address]

[City, State, Zip Code]

Dear [Recipient's Name],

| am writing to sincerely express my contrition for my recent misconduct in the workplace. |
deeply regret my actions on [specific date or instance], which | acknowledge were
unprofessional and did not align with the values of our organization.

My behavior impacted my colleagues and our work environment, and for that, | am truly sorry. |
take full responsibility for my actions and understand how they fell short of the expectations set
for me.

Moving forward, | am committed to making amends. | plan to [specific actions you will take to
improve or rectify the situation, e.g., attend professional development workshops, seek
mentorship, etc.]. I hope to regain your trust and restore the positive dynamic within our team.

Thank you for your understanding and for considering my sincere apology. | am dedicated to
learning from this mistake and ensuring that it does not happen again.

Sincerely,
[Your Name]



