
Letter of Contrition 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Apology for Failing to Adhere to Protocol 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to express my sincere apologies for my recent 

failure to adhere to the established protocols regarding [specific protocol detail]. I understand 

that my actions may have caused disruption and confusion within our team, and for that, I am 

truly sorry. 

Upon reflection, I realize the importance of following established guidelines, not only to ensure 

our collective success but also to maintain the trust and integrity of our processes. I take full 

responsibility for my actions and acknowledge that they were not in alignment with the standards 

we uphold in our organization. 

Moving forward, I am committed to reinforcing my understanding of our protocols and ensuring 

that my future actions reflect our organization's values. I appreciate your understanding and 

patience as I work through this matter. 

Thank you for your consideration. I look forward to your guidance as I strive to improve and 

prevent any recurrence of this issue. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


