
Letter of Explanation and Apology 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Position] 

[Company/Organization Name] 

[Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally address and sincerely apologize for 

the unprofessional incident that occurred on [insert date of the incident]. 

As you are aware, the situation involved [briefly describe the incident]. I understand that my 

actions may have caused disruption and discomfort, which is not reflective of my professional 

values or the standards we uphold at [Company/Organization Name]. 

Upon reflecting on the incident, I recognize the impact it had, not only on you but on our overall 

team dynamic. I take full responsibility for my behavior and assure you that it was neither 

intentional nor characteristic of my usual conduct. 

To avoid such incidents in the future, I am actively engaging in [mention any corrective actions 

or training]. I am committed to restoring your trust and demonstrating my dedication to 

professionalism. 

Once again, I sincerely apologize for any distress caused and appreciate your understanding in 

this matter. Thank you for your patience and support as I work to ensure that this does not 

happen again. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


