[Date]

[Recipient's Name]

[Recipient's Position, if applicable]
[Recipient's Company/Organization Name]
[Recipient's Address Line 1]

[Recipient's Address Line 2]

Subject: Apology for [State the Reason]

Dear [Recipient's Name],

I am writing to sincerely apologize for [briefly state what you are apologizing for].

[Describe the circumstances, accept responsibility, and acknowledge the impact of your actions or mistake.]

Please know that this was unintentional, and | regret any inconvenience this may have caused you. | am taking steps
to ensure that this does not happen again in the future.

Once again, | offer my sincerest apologies and appreciate your understanding.

Sincerely,

[Your Name]
[Your Position, if applicable]
[Your Company/Organization Name, if applicable]



