Apology Letter to Boss with Assurance of Better Results

[Date]

[Boss's Nanme]
[Title/Position]
[Company Name]

Dear [Boss's Name],

I am writing to sincerely apologize for [briefly describe the mistake, issue, or instance of underperformance, e.g., missing the project deadline or
not meeting performance expectations]. I understand that my actions have caused inconvenience to the team and, as a result, have not met the
standards expected of me.

Please accept my deepest apologies for my oversight and the disruption it may have caused. I take full responsibility for my actions and am
committed to learning from this experience. It is always my intention to contribute positively to our team and uphold the trust you have placed in
ne.

Moving forward, I have already implemented a plan to address the areas where I fell short. Specifically, I will [briefly outline concrete steps for
improvement, such as improved time management, seeking advice when needed, or utilizing specific tools or techniques]. I am confident that these
actions will enable me to deliver better results and ensure that such issues do not arise again.

Once again, [ apologize for my mistake and greatly appreciate your understanding and support. Thank you for giving me the opportunity to learn
and grow. [ am determined to prove my commitment and deliver the quality of work that is expected.

Please let me know if there is anything specific you would like me to address or any additional steps I should take. I value your feedback and
guidance as [ work to improve.

Thank you for your time and consideration.

Sincerely,
[Your Name]
[Your Position]
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