Letter of Acceptance

Date: [Insert Date]

To: [Recipient's Name]

Position: [Recipient's Position]

Company/Organization: [Recipient's Company/Organization]

Address: [Recipient's Address]

Dear [Recipient's Name],

| hope this message finds you well. I am writing to formally accept my mistake regarding my
interposition in our recent discussion on [insert topic]. Upon reflection, | recognize that my
comments may have overshadowed important contributions from others and led to confusion.
| appreciate your understanding and patience during that conversation. I am committed to
fostering an inclusive dialogue going forward and ensuring that everyone's perspectives are

valued.

Thank you for your time and consideration. | look forward to our future discussions with greater
mindfulness.

Sincerely,

[Your Name]

[Your Position]

[Your Company/Organization]

[Your Contact Information]



