To,
[Name of Employer/Superior]
[Designation of Employer/Superior i.e., Manager or Director]
Date: 
Subject: Sample Apology Letter
Respected Sir/Madam,
I am writing this letter to sincerely apologize to you for [mention your mistake i.e., what you did for which you are apologizing]. I understand that what I did was completely wrong and unprofessional. This is the least that you and my colleagues here at [mention Organization Name] expect from me.
Though it is impossible to change what happened now but I have decided to [mention necessary actions you take] so as to rectify my mistakes. Having that said, I can assure you that it will not ever happen again.
Once again I sincerely apologize to you and I hope that you will accept my apologies and will provide me a chance to fix my mistakes.
[bookmark: _GoBack]Yours Sincerely,
[Sender Name]
[Sender Designation]
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