Date:
To
[The Recipient]
Subject: Letter of apology for stealing [Y]
Dear Jacobs,
With the deepest regret, I am writing you this letter and would like to say you sorry for the unlawful act of stealing from your office. I can only have an idea how uncomfortable you must have been feeling at that time. I know that I have made myself liable to legal action after my unlawful act.
After listening from my colleagues, I came to know that you were upset because one of your most important documents was stolen by me. I remember you have been considering me as one of your trusted employees and helping me through thick and thin. On many occasions, you quoted my name as an example of an honest employee in front of the whole team. Now, it gives me a lot of trouble that I have caused your trust to break.  
I forgot while stealing that you were the person who guided me in the right direction. You have been among those persons who influenced my life in a positive way and I want to win your trust once again. I am taking full responsibility for my act without saying any word in my defense. I understand that you take your importance seriously and was surprised when it was revealed through CCTV footage that it was I who stole your documents. I am enclosing your documents with this letter. 
Please receive the deepest apology from my side. Please let me know anything else I can do to regain your trust. I assure you this will never happen again.
Thank you in anticipation for accepting my apology.
Regards,
Jackson
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