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Apology Letter
Write an apology letter to the person or persons you affected. Your letter should be 5-10 sentences. Include why your actions were wrong and what you will do differently next time. Use the components of a strong apology checklist on the following page to ensure you’ve written a thorough and thoughtful letter.
Dear______________________________________,
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
										Sincerely,
										______________________________
Below are the Components of a Strong Apology checklist from Lesson E: Saying You’re Sorry. Remember that these steps do not need to follow this order, and while every apology doesn’t need to include every step, a thoughtful apology is a healthy, powerful way to maintain relationships with others.
Re-read your apology letter and check each component that is present. 
	Present
	Components of a Strong Apology

	
	1. Say you're sorry. Not that you "regret," not that you are "devastated." Say you're "sorry." 

	
	2. Say what it is that you're apologizing for. Be specific.

	
	3. Show you understand why it was bad, take ownership, and show that you understand why you caused hurt. 

	
	4. Don't make excuses but offer an explanation if needed. 

	
	5. Say why it won't happen again. 

	
	6. If it's relevant, offer to fix what’s broken.



Additional comments:  
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