Professional Apology Letter to Coworker
June 30, 2016
Mattie McDougall
2309 Joshua Rd.
Lemonville, ND 29380

To:

Karen Smith
12330 Deadwood Ln.
Lemonville, ND 29380

Dear Karen,

I would like to offer you my sincerest apologies. When I mentioned to you that your breaks were getting longer than allowed, I did not mean to offend you, nor make you mad. I just wanted to inform you in case you were unaware that you were taking so long. I did not want to get you in trouble by telling a supervisor or having one notice. I wanted to come to you first hand. I did not expect it to lead to a fight, and for that I am truly, truly sorry.

Karen, I should not have lost my temper. There is no excuse for my actions and my attitude towards you. I know that it has damaged our working relationship. I hope to find a way to fix our relationship so that we can work together again. We make a really great team. My hope is that this letter will be the first step in fixing what I have broken.

I have every intention of making sure that I never act in that way towards you again. It was unprofessional and hurtful. Please let me know how I can help atone for my mistakes. I want us to have an open and honest forum that will create a healthy working relationship. We are the power duo, working better than anyone else on our team. Please accept my sincerest apologies for my actions.

Sincerely,

Mattie McDougall
