Letter of Contrition

Date: [Insert Date]

To: [Recipient's Name]

From: [Your Name]

Subject: Apology for Not Fulfilling Responsibilities

Dear [Recipient's Name],

| hope this message finds you well. | am writing to express my sincere contrition for not
fulfilling my responsibilities effectively in our recent project. | understand that my lack of
attention to detail and delayed responses have impacted our team's performance and your
expectations.

It was never my intention to create additional burdens, and | acknowledge the importance of my
role in achieving our collective goals. | take full responsibility for my actions and the
consequences they have brought.

Moving forward, | am committed to improving my performance and ensuring that | meet all
obligations promptly. | appreciate your understanding and support during this time, and |
sincerely hope to regain your trust.

Thank you for considering my apology. | look forward to our continued collaboration.
Sincerely,

[Your Name]

[Your Position]

[Your Contact Information]



