
Formal Apology Letter Template
[Your Name]
[Your Address]
[City, State, ZIP Code]
[Email Address]
[Phone Number]
[Date]

[Recipient's Name]
[Recipient's Position, if applicable]
[Company/Organization Name, if applicable]
[Recipient's Address]
[City, State, ZIP Code]

Dear [Recipient's Name],

I am writing to formally apologize for [briefly state the mistake or incident, e.g., "the error in the financial report submitted on June 10th"]. I fully
acknowledge my responsibility in this matter and understand the inconvenience and disruption it may have caused.

I deeply regret my actions and the impact they have had on [you/the company/our team/clients]. Please accept my sincerest apologies for any
trouble or disappointment this may have caused.

I want to assure you that I am taking this matter very seriously. To prevent a recurrence, I have [list the specific steps you will take, e.g.,
"implemented a double-check system," "attended an additional training," "reviewed the procedure manual"]. I am committed to learning from this
experience and ensuring that such errors do not happen in the future.

Once again, I apologize for my mistake and the inconvenience it caused. Thank you for your understanding. I value our relationship and am
dedicated to regaining your trust moving forward.

Sincerely,
[Your Name]
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