[Your Address]

[City, State ZIP Code]
[Email Address]
[Phone Number]

[Date]

[Recipient's Name]

[Recipient’s Address]

Subject: Sincere Apology for My Behavior

Dear [Recipient's Name],

I want to extend my deepest apologies for my recent conduct at [event or place]. My
behavior was inappropriate and did not reflect the respect and consideration | have for you
and everyone involved.

| deeply regret my actions and the discomfort they may have caused. Please know that it
was never my intention to offend or create any tension. | value our relationship and am
committed to making things right.

| hope you can accept my apology and allow me the opportunity to demonstrate my
sincerity in the days ahead.

With sincere regret,

[Your Name]



