Professional Apology Letter

Subject: Apology and Commitment to Better Conduct

Dear [Manager Name],

| am writing to formally apologize for my conduct during [specific incident]. | acknowledge that my
actions were unprofessional and not aligned with company standards.

| am implementing personal strategies to ensure such incidents do not recur, including [specific
steps, e.g., additional training, time management adjustments]. | am committed to restoring your
confidence in my professional behavior.

Thank you for your consideration.

Sincerely,

[Your Name]

[Designation]
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