
Request for Formal Apology 

Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Company/Organization Address] 

Dear [Recipient's Name], 

I am writing to formally request an apology regarding an incident that occurred on [insert date of 

incident] involving [briefly describe the incident]. The conduct displayed during this interaction 

was unprofessional and did not align with the standards I expect from [Company/Organization 

Name]. 

Effective communication and professionalism are pivotal in maintaining a positive working 

environment, and I believe a formal acknowledgment of the matter will help restore trust and 

improve our future interactions. 

I appreciate your attention to this matter and look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company/Organization Name] 

[Your Contact Information] 


