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LETTER OF APOLOGY 
S���-REFLECTION:  USE BINDER PAPER 


Do NOT indent.  Start each line at the left margin. 
 
_____________________________Your (Fake) Street Address  
_____________________________Your City, State and Zip Code 
_____________________________Date (Month Day, Year)  
 
Count down four lines.  Then copy the following four lines exactly. 
 
Lynnette Trangmar  
8th Grade Language Arts Teacher 
Kennedy Middle School 
2521 Goodwin Avenue 
 
Count down two lines.  Write the salutation.  Follow the salutation with a colon 
(:).  Then use the following prompts to structure your letter. 
 
Dear Mrs. Trangmar: 
 
Count down two lines.  Do not indent the paragraphs.  Copy and complete the 
sentence starters.  The following sentences create one paragraph. 
 
Today, I earned a business letter because I failed to… 
 
In the future, I will work to improve my behavior by… 
 
Count down two lines between paragraphs.  Copy the following paragraph. 
 
I am aware that disrupting (interrupting/inconveniencing) the class adversely affects my 
education and the education of others.  I apologize for the disruption (interruption/ 
inconvenience).  I assure you that it will not happen again. 
 
Count down two lines.  Capitalize the closing.  Follow the closing with a comma. 
 
Sincerely, 
 
Count down four spaces.  PRINT your first and last name.  Then sign your 
name in CURSIVE in the space BETWEEN the closing and your full printed 
name.  To be dismissed, have the teacher check your work. 
 







____________________________________Your Full Printed Name  


LETTER OF APOLOGY:  SSR 
S���-REFLECTION:  USE BINDER PAPER 


Do NOT indent.  Start each line at the left margin.   
 
_____________________________Your (Fake) Street Address  
_____________________________Your City, State and Zip Code 
_____________________________Date (Month Day, Year) 
 
Count down four lines.  Then copy the following four lines exactly. 
 
Lynnette Trangmar  
8th Grade Language Arts Teacher 
Kennedy Middle School 
2521 Goodwin Avenue 
 
Count down two lines.  Write the salutation.  Follow the salutation with a colon (:).  
Then use the following prompts to structure your letter. 
 
Dear Mrs. Trangmar: 
 
Count down two lines.  Do not indent the paragraphs.  Copy and complete the sentence 
starters.  The following sentences create one paragraph. 
 
Today, I earned a business letter because I failed to come prepared to class.   
I forgot my SSR book because…  
In the future, I will remember to bring my SSR book by… 
In fact, I wish I had brought my SSR book because… 
Currently, I am reading _____ (insert and underline the title of your book), which I am 
enjoying immensely because (which confuses because/which disappoints me because I expected)… 
Next, I would like to read _____ (insert and underline the title of the book you would like 
to read next) because I heard (read)… 
 
Count down two lines between paragraphs.  Copy the following paragraph. 
 
I am aware that coming to class unprepared adversely affects (harms) my grade and overall 
education.  I apologize for my lack of preparation, and I assure you that it will not happen again. 
 
Count down two lines.  Capitalize the closing.  Follow the closing with a comma. 
 
Sincerely, 
 
Count down four spaces.  PRINT your first and last name.  Then sign your name in 
CURSIVE in the space BETWEEN the closing and your full printed name.  To be 
dismissed, have the teacher check your work. 







 
____________________________________Your Full Printed Name 






