GUIDELINES:
LETTER OF APOLOGY
Date

Dear (Name, if known; “To Whom It May Concern,” if person is unidentified),

1.
1st Paragraph

Write about what happened.  Be specific about what you personally did, not about what the others did, if more people than just yourself were involved.  Also be honest about what was going through your thoughts as you were doing this and right after you got caught.

2.
2nd Paragraph

Write them about what you think might be helpful to do for them to make things better.  These are things that you (and/or your parents/guardians) can talk about, and bring as ideas to the meeting with the person this offense hurt or harmed.

3.
3rd Paragraph

Write about the changes you are making for the future.  Talk about some personal, school, family, friendship, work, community service, sports or other goals you plan to work on.  Tell how you are going to keep this from happening again in the future, and how you want your friends, family and community to help you.

4.
4th Paragraph

Write your apology here.  This is about your personal thoughts and/or feelings that you have about the person/business/school this happened to.  This is the place to say you are: “sorry for what happened,” “regret what you did because it caused them so much trouble (or hurt them).” You can use whatever words here that you think might best express that you can see how your actions negatively affected another person. Close with any final positive “words” or “hopes” you might have for their future and yours, if your upcoming meeting with them goes well.

Respectfully,

(Sign Your Name Here)

PRINT Your Full (First & Last) Name Here
