
Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, ZIP Code] 

[Email Address] 

[Phone Number] 

[Recipient's Name] 

[Recipient's Position] 

[Company/Organization Name] 

[Company Address] 

[City, State, ZIP Code] 

Dear [Recipient's Name], 

I am writing to sincerely express my remorse regarding the unprofessional comments I made 

during our recent conversation on [insert date]. My remarks were inappropriate and do not reflect 

my values or respect for you and our team. 

I understand that my comments may have caused distress, and for that, I am truly sorry. I 

recognize the importance of maintaining a positive work environment and the impact my words 

can have on team morale. 

Moving forward, I assure you that I will be more mindful of my words and actions. I truly value 

our working relationship and am committed to rebuilding the trust that may have been affected. 

Thank you for your understanding, and I hope we can move past this incident. Please feel free to 

reach out to me if you would like to discuss this further. 

Sincerely, 

[Your Name] 


