
Heartfelt Apology Letter 

Date: [Insert Date] 

Dear [Recipient's Name], 

I hope this letter finds you well. I am writing to sincerely apologize for my failure to honor our 

agreement regarding [briefly describe the agreement]. I understand that my actions may have 

caused you inconvenience and disappointment, and for that, I am truly sorry. 

There is no excuse for not fulfilling my commitment, and I take full responsibility for my 

oversight. I value the trust you placed in me and regret that I let you down. I assure you that this 

situation does not reflect my usual standards or intentions. 

To make amends, I would like to offer [propose a solution or compensation]. I hope this gesture 

can begin to repair the damage caused by my actions. Please let me know if you would like to 

discuss this further. 

Thank you for your understanding and kindness during this time. I appreciate your consideration 

and look forward to the opportunity to rebuild your trust. 

Sincerely, 

[Your Name] 

[Your Contact Information] 


