Letter of Apology for Breach of Confidentiality

Date: [Insert Date]

To: [Recipient's Name]

[Recipient's Title]

[Company/Organization Name]

[Address]

[City, State, Zip Code]

Dear [Recipient's Name],

| am writing to sincerely apologize for the recent breach of confidentiality that occurred on [date
of breach]. I understand the seriousness of this situation and the impact it may have on you and
[Company/Organization Name].

It was never my intention to compromise your trust or the sensitive information shared with me.
| take full responsibility for my actions and understand that they did not meet the professional
standards expected of me.

To prevent this from happening in the future, | have taken the following steps: [Briefly outline
steps taken]. I am committed to regaining your trust and ensuring the confidentiality of all

sensitive information going forward.

Again, I apologize for any distress this situation may have caused. Thank you for your
understanding, and | hope to continue our relationship on a stronger foundation.

Sincerely,

[Your Name]

[Your Title]

[Your Company/Organization Name]

[Your Contact Information]



