
Letter of Apology 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Company Name] 

[Company Address] 

Dear [Recipient's Name], 

I am writing to sincerely apologize for my recent actions that breached company policies. I 

recognize that my behavior was not in line with the standards expected at [Company Name] and 

I take full responsibility for my mistake. 

I want to assure you that this incident has provided me with a valuable lesson, and I am 

committed to ensuring that it does not happen again in the future. I have taken the necessary 

steps to better understand our policies and improve my compliance moving forward. 

Thank you for your understanding and patience in this matter. I value my position at [Company 

Name] and am dedicated to regaining your trust. 

Sincerely, 

[Your Name] 

[Your Contact Information] 


