
Letter of Regret 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company] 

[Company Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to express my sincere regret regarding my 

recent oversight in adhering to the established procedural guidelines during [specific incident or 

project]. 

Upon reflection, I realize that my failure to follow the proper protocols has caused [briefly 

describe the impact or consequence]. I take full responsibility for this lapse and understand the 

importance of maintaining our standards to ensure efficiency and safety. 

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

implementing them rigorously in all future tasks. I am also taking steps to communicate more 

effectively with my team to prevent any similar occurrences. 

Thank you for your understanding in this matter. I appreciate your support, and I am eager to 

make things right. 

Sincerely, 

[Your Name] 

[Your Position] 


