Letter of Explanation and Apology
Date: [Insert Date]

[Recipient's Name]
[Recipient's Title]
[Organization's Name]
[Organization's Address]

Dear [Recipient's Name],

I hope this message finds you well. I am writing to formally express my sincere apologies
regarding my recent violation of [specific rule or policy] on [date of violation]. | recognize that
my actions were not in accordance with the standards expected by [Organization's Name].

Upon reflection, | understand the importance of this rule, and | regret any disruption my actions
may have caused to [mention any relevant parties or processes]. This was an oversight on my
part, and | take full responsibility for my actions.

In response to this situation, | have taken steps to ensure that it will not happen again, including
[briefly describe corrective measures]. | value the trust and integrity of [Organization's Name]
and am committed to upholding its standards moving forward.

Thank you for taking the time to read my letter. | appreciate your understanding and support as |
work to rectify this situation.

Sincerely,

[Your Name]

[Your Title]

[Your Contact Information]



