Apology Letter to Boss
The Manager,
Falcon’s Association.
Subject: Apology Letter
Respected Sir,
Please accept my apology as I feel contrite about my late coming regarding which I have received warning letter. I understand this attitude of mine was deprived of professionalism. I can imagine that my absence and late coming can effect the decorum as well as it created negative impression at the annual meeting. I feel really sorry but reason is that I have to take public transport to reach office. Seldom it gets off time and makes me late.
I am embarrassed upon the act but I admit that I was at fault. Unfortunately, I cannot alter was had turned out in past but I assure you that this carelessness will not happen in future and I have taken alternative measures to keep my personal issue at distant from official ones. Kindly accept my apology. I hold in esteem the professionalism of organization and believe that our teamwork will turn out to be source of continued success for company.
Thanking you I remain.
Sincerely,
James Smith
Assistant HR Manager.
