Letter of Explanation for Insensitive
EXxpressions

Date: [Insert Date]

Recipient Name
Recipient Address
City, State, Zip Code

Dear [Recipient Name],

| hope this message finds you well. I am writing to address an incident that occurred on [Insert
Date of Incident], in which | used expressions that may have come across as insensitive or
inappropriate.

First and foremost, | want to sincerely apologize for any discomfort or offense my words may
have caused. It was never my intention to hurt anyone or to create an uncomfortable
environment. Upon reflection, | realize that my choice of words was not appropriate, and | take
full responsibility for that.

| understand that language holds power, and it is essential to be mindful of how our words can
affect others. | am actively working on being more aware and sensitive in my communication to
prevent this from happening again in the future.

Thank you for your understanding and for allowing me the opportunity to express my sincere
regrets. | appreciate your support as | strive to improve and learn from this experience.

Warm regards,

[Your Name]

[Your Address]

[City, State, Zip Code]
[Your Email]

[Your Phone Number]



