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Letter of Apology Outline

Paragraph (1):

· Address who letter is to

· Explain why you are writing this letter

· Explain why you think this letter is important

Paragraph (2):

· Explain what you were thinking about at the time of the incident.

· Explain how you think you affected (name)
Paragraph (3):

· Describe how you felt about the incident
· Describe what you have learned from this experience

Paragraph (4):

· Explain what you will do to correct your behavior and prevent this from happening again.

Paragraph (5)

· Summarize your final thoughts and apologize

· Write your name at the end of the document
