Letter of Acknowledgment

Date: [Insert Date]

[Your Name]

[Your Position]
[Company Name]
[Company Address]

Dear [Recipient's Name],

I am writing to formally acknowledge and take responsibility for the blunder that occurred on
[insert date or occasion]. | understand that this mistake has caused [describe the impact of the
blunder briefly], and | sincerely apologize for any inconvenience it may have caused to you and
the team.

Upon reflection, | recognize that [briefly explain the reason for the blunder and what you have
learned]. | am committed to ensuring that such an incident does not happen again in the future.

Thank you for your understanding and support in this matter. | appreciate your patience as |
work to rectify the situation.

Best regards,
[Your Name]
[Your Position]



