
HOW TO WRITE A LETTER OF APOLOGY TO YOUR EMPLOYER

Apology Letter To Boss: A sample template for apologizing and saying sorry for a mistake, being unprofessional, poor
performance, misconduct, insubordination.

I am truly sorry. So, you should also prefer to email it to your boss instead of writing it down and handing it to
the higher authority. No need of the subject for an apology letter: You need not mention the subject line in the
apology letter. This would certainly increase your credibility, trust and enhance the confidence in the eyes of
the boss. Writing an apology letter to a manager is not an uncommon occurrence. I am deeply saddened, and
even devastated, by the consequences of my actions. This is where you will explain what happened and
identify the wrong actions that you took which led to your mistake. While you write, give reasons for what
you need an apology. I make no excuse, take full responsibility and promise you that this will never happen
again. I know that in order for our team to work efficiently, everyone must work together and feel comfortable
with each other. I could never have imagined myself demonstrating such a clear lack of respect towards you or
the company, department, group etc Download the apology email template compatible with Google Docs and
Word Online or see below for more examples. It is something personal and also you need not keep any record
of it. Or you may land into trouble yet another time. Make sure to have a formal template ready to help you.
However, apologies are almost always appreciated when they are well thought out and sincere. Expand Show
that you regret the situation. This small token demonstrates that you understand your misconduct and its
repercussions, while also admitting that you have acted wrongly. When to Apologize at Work While apologies
are important, you also want to avoid constantly apologizing for every little thing in the workplace. In this
example, a male employee has been sexual harassing some of the female staffby making comments and jokes
that are inappropriate and offensive. That's especially true if this isn't the first time you've been delayed.


