
 

 

 

Apology letter format 
 

An apology letter is written to express regret and 

apologize for a mistake, misunderstanding, or any 

other offense. It should be sincere, acknowledge 

the wrongdoing, and outline steps to prevent 

similar incidents. 

 

Q: Apology letter format and examples 

 

[Your Address]  

 

[City, State, Postal Code] 

 

<space> 

 

[Date] 

 



 

 

<space> 

 

[Recipient's Name]  

 

[Recipient's Position]  

 

[Company or Organization Name]  

 

[Address]  

 

[City, State, Postal Code] 

 

<space> 

 

Dear [Recipient's Name], 

 

I am writing this letter to offer my sincere 

apologies for [describe the mistake/offense 



 

 

committed]. I deeply regret my actions and the 

consequences they have caused. 

 

In [briefly explain the situation and provide 

context], I acknowledge that my behavior was 

inappropriate and [mention any harm caused]. I 

take full responsibility for my actions and the 

negative impact they had on 

[individual/organization]. 

 

I want to express my utmost remorse for the pain, 

inconvenience, or disappointment that my actions 

may have caused. It was never my intention to 

[explain any misunderstandings or unintended 

consequences]. I am truly sorry for any distress or 

inconvenience I may have caused you and your 

team. 

 

Please know that I have reflected upon this 

situation and understand the gravity of my 

mistake. I assure you that I have learned from this 

experience, and I am committed to making 



 

 

positive changes to prevent a recurrence of such 

behavior. 

 

I humbly ask for your forgiveness and 

understanding. I sincerely hope that you can find 

it in your heart to accept my apology. If there is 

anything I can do to rectify the situation or make 

amends, please let me know, and I will gladly do 

so. 

 

Once again, I deeply regret my actions, and I 

assure you that I will take all necessary steps to 

ensure that this kind of situation does not happen 

in the future. Thank you for your understanding 

and consideration. 

 

<space> 

 

Sincerely, 

 

[Your Name] 



 

 

 

Key points for writing body of letter: 

• Opening Paragraph: Start by clearly stating 

that you are writing to apologize. Express your 

regret and acknowledge the mistake or 

offense committed. 

 

• Body Paragraph(s): Provide a detailed 

explanation of the situation and take 

responsibility for your actions. Express sincere 

remorse and empathy for any harm caused. If 

necessary, offer an explanation or context, 

but avoid making excuses. 

 

• Apology and Request for Forgiveness: Clearly 

state your apology and ask for forgiveness. 

Acknowledge the impact of your actions and 

assure the recipient that you have learned 

from the experience. 

 



 

 

• Closing Paragraph: Reiterate your apology 

and emphasize your commitment to prevent a 

similar situation from happening again. Offer 

to make amends or provide reassurance that 

steps are being taken to rectify the situation, 

if applicable. 

 

• Closing: End the letter with a polite closing, 

such as "Sincerely," or "With deepest regrets," 

followed by your name. 

 

 

Exmaple 1: Apology letter format and 

example(informal) 

 

[Your Address]  

 

[City, State, Postal Code] 

 

 



 

 

 

[Date] 

 

 

 

Dear [Recipient's Name], 

 

I'm sorry. I made a mistake, and I want to 

apologize. 

 

I did something wrong, and I know it hurt you. I 

feel really bad about it, and I want to make things 

right. 

 

I didn't mean to cause any harm or upset. I 

understand now that what I did was not okay, and 

I regret it. 

 



 

 

Please forgive me. I truly apologize for my actions 

and any pain or inconvenience they caused you. It 

was never my intention to hurt you. 

 

I promise that I've learned from this experience, 

and I will do my best to make sure it doesn't 

happen again. I value our relationship and want to 

make things better between us. 

 

If there's anything I can do to make it up to you or 

if you want to talk about it, please let me know. 

I'm here to listen and make amends. 

 

Once again, I'm really sorry. I hope you can find it 

in your heart to forgive me. 

 

 

 

Take care. 

 



 

 

Sincerely, 

 

[your name] 

 

Example 2: Apology letter format and 

example(formal) 

 

[Your Address]  

 

[City, State, Postal Code] 

 

 

 

[Date] 

 

 

 

[Recipient's Name]  

 



 

 

[Recipient's Position]  

 

[Company or Organization Name]  

 

[Address]  

 

[City, State, Postal Code] 

 

 

 

Dear [Recipient's Name], 

 

I am writing this letter to offer my formal apology 

for the [describe the mistake/offense committed] 

that occurred on [date]. I deeply regret my actions 

and the negative impact they had on 

[individual/organization]. 

 

I understand the seriousness of the situation and 

take full responsibility for my behavior. I failed to 



 

 

uphold the standards of professionalism and 

integrity expected in [company/organization]. I 

acknowledge the disruption caused by my actions 

and the disappointment it has caused you and the 

rest of the team. 

 

Please accept my sincerest apologies for any harm 

or inconvenience caused by my mistake. It was 

never my intention to undermine the trust and 

confidence placed in me or to jeopardize the 

reputation of [company/organization]. I assure 

you that I have learned a valuable lesson from this 

experience. 

 

I am committed to making amends and rectifying 

the situation to the best of my abilities. I am 

taking immediate steps to [describe the actions 

you are taking to address the issue or prevent a 

recurrence]. I understand that actions speak 

louder than words, and I aim to demonstrate 

through my future conduct that I have taken this 

matter seriously and have learned from my 

mistakes. 



 

 

 

I hope that you can find it in your heart to forgive 

me and grant me an opportunity to rebuild the 

trust that has been damaged. I value my 

relationship with [company/organization] and all 

the individuals involved, and I am committed to 

regaining your confidence. 

 

Thank you for your understanding and 

consideration. I assure you that I will make every 

effort to prevent a similar situation from 

happening again in the future. 

 

 

 

Sincerely, 

 

[your name] 


