Letter of Humility for Failing in
Responsibilities

Date: [Insert Date]

[Your Name]

[Your Address]

[City, State, Zip Code]

[Email Address]

Dear [Recipient's Name],

| hope this message finds you well. I am writing to express my sincere apologies for not fulfilling
my responsibilities regarding [specific task or obligation] on [specific date or timeframe]. It was
never my intention to let you down, and | take full accountability for my actions.

Reflecting on what occurred, | recognize that my oversight led to [brief mention of the
consequences]. | understand the importance of my role, and | deeply regret any inconvenience or
difficulty my failure may have caused you and the team.

| have taken steps to ensure this situation does not happen again by [mention any actions or
changes you are implementing]. I am committed to regaining your trust and proving my

dedication to our shared goals.

Thank you for your understanding and patience as | navigate this learning process. Please let me
know if there is anything further I can do to rectify the situation.

Sincerely,

[Your Name]



