Letter of Regret

Date: [Insert Date]

[Your Name]

[Your Position]

[Company Name]

[Company Address]

Dear [Recipient's Name],

| am writing to formally express my regret for my conduct during [specific incident or date] at
the workplace. Upon reflection, | realize that my actions were inappropriate and did not align
with the values of our organization.

| understand the impact of my behavior on my colleagues and the team dynamic, and | take full
responsibility for my actions. It was never my intention to create discomfort or disrupt the
professional environment we strive to maintain.

Moving forward, | am committed to learning from this experience and ensuring that | uphold the
highest standards of professionalism. I deeply value my role within the company and the

relationships | have with my colleagues.

Thank you for your understanding and support as | work through this matter. | appreciate your
guidance and look forward to making amends.

Sincerely,
[Your Name]

[Your Contact Information]



