January 31, 2012
Julia Fitzgibbons
82903 Williamsburg Ave.
Lansing, MI 29830
To:
Homer Lewis
Owner and CEO
Elegant Wedding Planners
390239 Elm Brook Way
Lansing, MI 29830
Dear Mr. Lewis,
I would like to send you my sincerest apologies for my work these last few weeks. I have continually missed my deadlines, forgot to book venues, and have lost a few clients. I know that my actions and poor performance has lost the company money, as well as hurting our reputation and image. Although I understand that my actions were my own, I want to offer an explanation. This is not an excuse; I just feel you should know why my work has suffered.
A few weeks ago, my husband of 10 years left me unexpectedly. It has been a very hard time for me, especially when I have had to plan other people’s weddings. I understand that it is unprofessional to let my private life negatively affect my job, and I will not let it happen again. I have already sent letters to the clients for whom my work was poor to apologize. A couple clients have come back to us.
I really love the work that I do, and I love Elegant Wedding Planners. I know that the business is busy and that I cannot let my work falter again. I am taking every action necessary to ensure that I do not repeat this poor performance again. Please accept my apologies for the past few weeks.
Thank you,
Julia Fitzgibbons
