L_etter of Remorse

Date: [Insert Date]

[Your Name]

[Your Address]

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

[Recipient Name]

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

[City, State, Zip Code]

Dear [Recipient Name],

I hope this message finds you well. I am writing to express my sincerest remorse regarding my
recent failure to uphold the professional standards that are expected of me in my role as [Your
Position/Title]. I understand that my actions may have caused inconvenience and undermined the
trust placed in me.

[Briefly explain the incident, your actions, and the impact it had.]

It is my responsibility to maintain a high level of professionalism, and I regret that my actions
did not reflect this commitment. | deeply value our relationship and the integrity of our work,
and | assure you that | am taking steps to ensure such an oversight does not occur again in the
future.

| appreciate your understanding and support as | work to rectify this situation. Please let me
know if there is a way to address any concerns or restore your confidence in my abilities.

Thank you for your time and consideration.

Sincerely,
[Your Name]



