
Letter of Acknowledgment for Policy Blunder 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

 

[Date] 

 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Organization] 

[Recipient's Address] 

[City, State, Zip Code] 

 

Dear [Recipient's Name], 

 

I am writing to formally acknowledge the blunder that occurred regarding [specific policy or 

issue]. We recognize the impact it has had and take full responsibility for the oversight. 

We appreciate your understanding and patience as we work to rectify this situation. We are 

committed to implementing corrective measures to prevent similar issues in the future. 

Thank you for bringing this matter to our attention. We value your feedback and aim to improve 

our policies to better serve all stakeholders. 



 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 


