


To
[The Recipient Name]
[Designation]
[Company Name]
Dear [X],
I am writing this letter to request you for accepting my apologies because I submitted fake documents in the last meeting. I know that I have made a big mistake and I am feeling sorry for showing such unprofessional behavior.
I know that I have made you feel disappointed because of this act of mine. I have taken the training of only 1 week and submitting the certificate of training 5 months is inexcusable. I could not see that it was a harmful act because I was already so much skilled in that area and only a document was required to earn. Although I did not harm anyone, I have betrayed the trust of people in the company.
I take full responsibility for my actions, and I am feeling regretful for submitting a bogus certificate. I am ready to earn this certificate after taking the complete training. Please accept my sincere apologies on this matter. Rest assured; I am never going to repeat this mistake.
I have already spoken to Mr. [X] the head of the department and he has reviewed my work profile thoroughly. Your reply to this letter will be highly appreciated.
Regards,
Name of the sender
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