Date: [Insert Date]

[Your Name]

[Your Address]

[City, State, Zip Code]

[Recipient Name]

[Recipient Position]

[Company Name]

[Company Address]

[City, State, Zip Code]

Dear [Recipient Name],

I hope this message finds you well. I am writing to express my sincerest apologies for the
frequent errors that have occurred in my recent work. | acknowledge that these mistakes have

caused inconvenience and may have affected the overall efficiency of our team.

Upon reflection, | realize that carelessness and a lack of attention to detail on my part led to these
oversights. I take full responsibility for my actions and understand the impact they have had.

To rectify this situation, | have taken concrete steps to improve my performance, including
[mention specific actions taken, e.g., double-checking work, seeking feedback, etc.]. | am
committed to ensuring that this does not happen again and to rebuilding the trust that has been
compromised.

Thank you for your understanding and support. | greatly appreciate your patience during this
time. | am determined to make the necessary improvements and contribute positively to our
team.

Sincerely,

[Your Name]



