Letter of Regret

Date: [Insert Date]

To: [Recipient's Name]

[Recipient's Address]

Dear [Recipient's Name],

| am writing to express my sincere regret for failing to uphold my duties regarding [specific task
or responsibility]. I acknowledge that my actions have not met the expectations set forth, and |
take full responsibility for any inconvenience caused.

This situation has prompted a thorough reflection on my commitments, and | understand the
importance of reliability and accountability. | assure you this was not my intention, and | am

committed to making amends.

Moving forward, | am implementing measures to improve my performance and ensure that |
fulfill my obligations accordingly. | appreciate your understanding and patience during this time.

Thank you for your attention to this matter. | hope to regain your trust and confidence.
Sincerely,

[Your Name]

[Your Position]

[Your Contact Information]



