
Formal Apology Letter 

Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to sincerely apologize for my behavior during 

[specific incident or situation]. It was insensitive and thoughtless, and I can see how it may have 

affected you. 

Upon reflection, I understand that my actions were inappropriate and did not consider your 

feelings. I deeply regret any discomfort or distress I may have caused you. 

Please know that it was never my intention to hurt you, and I am committed to learning from this 

experience to ensure it does not happen again. I value our relationship and hope to rebuild your 

trust. 

Thank you for your understanding and patience. I hope that we can move forward from this and 

continue to have a positive relationship. 

Sincerely, 

[Your Name] 

[Your Position, if applicable] 

[Your Contact Information] 


