
Letter of Restoration of Trust 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Acknowledgment and Commitment to Improvement 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to address the recent error that occurred in 

[describe the specific situation or project], which I understand may have caused inconvenience 

and concern. 

I want to sincerely apologize for my oversight and the impact it had on our team and [mention 

any specific stakeholders]. I take full responsibility for the situation and recognize the 

importance of maintaining your trust and confidence in my work. 

To prevent similar issues in the future, I have taken the following steps: 

• [List specific actions taken to rectify the error] 

• [Outline any additional training or support being pursued] 

• [Mention communication improvements with the team] 

Being part of this team means a great deal to me, and I am committed to restoring your trust. I 

appreciate your understanding and support as I work to improve my performance. 

Thank you for your patience, and please feel free to reach out if you have any further questions 

or concerns. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Contact Information] 


