
Letter of Admission and Apology 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally address and apologize for our failure 

to uphold the terms of our contract dated [Insert Date of Contract]. We acknowledge that we did 

not meet the agreed-upon expectations, and I deeply regret any inconvenience this may have 

caused you. 

Upon reviewing the circumstances, we recognize the areas where we fell short. [Briefly outline 

the specific failures]. We take full responsibility for these issues and assure you that this is not 

reflective of our standard practices. 

We are committed to rectifying this situation and restoring your trust in us. [Explain any steps 

being taken to resolve the issue or prevent future occurrences]. 

Thank you for your understanding and patience in this matter. We value your partnership and 

hope to move forward positively. Please do not hesitate to reach out if you would like to discuss 

this further. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


