
Letter of Remorse 

Date: [Insert Date] 

To: [Recipient's Name] 

Address: [Recipient's Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to express my sincere apologies for my lack of 

preparation for [specific event or situation] that took place on [specific date]. I regret any 

inconvenience my unpreparedness may have caused you and the team. 

It was never my intention to diminish the quality of our work, and I acknowledge that my 

oversight impacted our collective efforts. I take full responsibility for my actions and am 

committed to improving in the future. 

Thank you for your understanding and patience. I value our relationship and look forward to 

making amends and ensuring that this does not happen again. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


