
EXAMPLE of a
Letter of Explanation 

Your Name 
Milwaukee, WI 
Your email 
111-222-3333 

Re: Letter of Explanation 

Insert Date Here. 

Dear Sir or Madam, 

The things I value most are honesty, integrity and directness. Therefore, in anticipation of the criminal 
background check, you will find that in October of 2006 I was convicted of the offense of Armed 
Robbery - Use of Force. I served 24 months in prison for my crime. Upon release in 2008, I 
unfortunately, returned to the same negative influences and the same circle of negative associations 
and as a result, I re-offended in 2009.  The charge was again, Armed Robbery this time as a Party to 
a Crime. I know that what I did was wrong. It was a result of poor decision making on my part and it 
hurt a lot of people. I’ve learned a great lesson and won’t repeat those past mistakes. 

While incarcerated, I completed my HSED through the Warren Young School.  In addition, after a 
period of careful self-examination, I began working on ME. I successfully completed coursework in 
Walking the Line - the Vow to Succeed Program, Cognitive Intervention Phases I and II, and
Re-Entry bridge to Success programs. I then continued my education, gaining certifications in
Telecommunications Technologies as a Network Cabling Specialist in Copper Based Systems. 
Since my release I have done some full time work as laborer in a tannery and volunteered my time at 
my 11 year old son's school. However, I am looking forward to getting back to work full-time in the 
field of Telecommunications as an installer so I may further demonstrate the changes in my life and 
be a responsible member of society. 

I can understand why you may be hesitant to hire someone with my background. However, I am 
eligible for The Fidelity Bonding Program which can insure you for up to $25,000 against any act 
of dishonesty on my part. Additionally, when you hire me, you will be eligible for Work Opportunity
Tax Credits to save you up to $9,000 this year. I will be happy to provide you more information 
about those programs during our interview. Lastly, I recently successfully completed the Pipeline to
Employment Training Program for Former Offenders sponsored by the State of Wisconsin
Department of Workforce Development and I can provide a letter of recommendation from them at 
your request. 

I am eager to pursue this or other opportunities with your company because I am confident my 
skills and experiences will dovetail with the needs of your business.  

Thank you for your time and consideration. 

Sincerely, 

Your name here 

Created by Maurice Sprewer   Employment & Training Specialist / Reentry Coordinator 
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