L_etter of Remorse

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],

| am writing to express my heartfelt remorse regarding my recent breach of conduct rules within
the [Company/Organization Name]. | acknowledge that my actions were not in line with the
values and expectations set forth by our organization.

| understand that my behavior might have caused disruption and disappointment, and for that, |
am truly sorry. | take full responsibility for my actions and realize the importance of adhering to
our conduct rules to maintain a positive environment.

In reflection, | recognize that | must learn from this experience and strive to improve my
behavior moving forward. | am committed to upholding the standards of our
[Company/Organization] and will take the necessary steps to ensure this does not happen again.

Thank you for your understanding, and | hope to earn back your trust and the trust of my

colleagues.
Sincerely,

[Your Name]



