Letter of Respectful Regret

Date: [Insert Date]

[Recipient's Name]

[Recipient's Title]

[Company/Organization Name]

[Address]

[City, State, Zip Code]

Dear [Recipient's Name],

I hope this message finds you well. I am writing to express my sincere regret regarding the recent
infractions that have occurred. It has come to my attention that there have been multiple
occasions where expectations have not been met, and | want to acknowledge these issues
directly.

Firstly, I take full responsibility for these oversights and assure you that they were not
intentional. | greatly value the trust and relationship we have built, and I am committed to
rectifying this situation moving forward.

Please be assured that | am taking immediate steps to address these matters and implement
changes that will prevent any future occurrences. Your support and understanding during this
time would be greatly appreciated as | work towards regaining your trust.

| am grateful for your patience and understanding. If you would like to discuss this matter
further, please do not hesitate to reach out. I am more than willing to make myself available at
your earliest convenience.

Thank you for your time and consideration.

Sincerely,

[Your Name]

[Your Title]

[Your Company/Organization Name]

[Your Contact Information]



