
Apology Letter for Oversight of Policy 

Adherence 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Company] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to sincerely apologize for my oversight 

regarding the adherence to [specific policy] within our recent [meeting/project/deadline]. It has 

come to my attention that I failed to follow the established guidelines, which may have caused 

[mention any potential issues or consequences]. 

I take full responsibility for this lapse and understand the importance of adhering to our policies 

to ensure smooth operations and maintain trust within our team. I assure you that this situation is 

being taken seriously, and I am committed to taking the necessary steps to prevent any future 

occurrences. 

Thank you for your understanding and support as we navigate this matter. Please feel free to 

reach out if you would like to discuss this further. 

Once again, I apologize for any inconvenience my oversight may have caused. I appreciate your 

patience and will strive to uphold our company's standards moving forward. 

Sincerely, 

[Your Name] 


