[Your Name]

[Your Address]

[City, State, Zip Code]

[Email Address]

[Date]

[Recipient Name]

[Recipient Title]

[Company/Organization Name]

[Company/Organization Address]

[City, State, Zip Code]

Dear [Recipient Name],

I am writing to formally acknowledge and express my regret regarding the infringement of
[specific policy] that occurred on [specific date]. | understand that this incident has raised
concerns and | take full responsibility for my actions.

Please be assured that this matter is being taken seriously, and | am committed to ensuring that
similar incidents do not occur in the future. I value the principles and regulations of

[Company/Organization Name] and am taking steps to rectify this situation.

Thank you for your understanding and support in this matter. | appreciate your attention and am
open to any further discussion required.

Sincerely,
[Your Name]

[Your Position]



