
Letter of Support and Apology 

Date: [Insert Date] 

To: [Team Member's Name] 

From: [Your Name] 

Dear [Team Member's Name], 

I hope this message finds you well. I wanted to take a moment to express my support for you and 

our entire team regarding the recent outcome of [specific project or task]. While we all worked 

diligently, I understand that the results were not what we had hoped for. 

Please know that I am truly sorry for any disappointment this may have caused you. I recognize 

the effort and dedication you put into the project, and it does not go unnoticed. It is important for 

me that you feel valued and supported, especially during challenging times. 

As we move forward, I am committed to working collaboratively to address the issues we faced 

and to improve our strategies. I believe in our team's potential and have faith that we can come 

back stronger. 

If you would like to discuss this further or need any support, please feel free to reach out. We are 

in this together, and I am here for you. 

Thank you for your hard work and understanding. 

Sincerely, 

[Your Name] 

[Your Position] 


