
Letter of Acknowledgment and Apology 

Date: [Insert Date] 

[Your Name] 

[Your Title] 

[Your Company Name] 

[Your Company Address] 

[City, State, Zip Code] 

[Recipient's Name] 

[Recipient's Title] 

[Recipient's Company Name] 

[Recipient's Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this letter finds you well. I am writing to formally acknowledge and apologize for the 

breach of contract that occurred on [specific date or timeframe]. We recognize that this violation 

has caused you inconvenience and may have affected our ongoing relationship. 

We take this matter seriously and are committed to rectifying the situation. Our team has already 

taken the necessary steps to ensure that this will not happen again, including [briefly outline 

measures taken]. 

Please accept our sincerest apologies for any trouble this may have caused you. We value our 

partnership and look forward to your understanding as we work to restore your trust. 

Thank you for your attention to this matter. Should you have any further questions or require 

additional clarity, please do not hesitate to contact me directly at [Your Phone Number] or [Your 

Email Address]. 

Sincerely, 

[Your Signature (if sending a hard copy)] 

[Your Printed Name] 

[Your Title] 

[Your Company Name] 


