Letter of Acknowledgment

Date: [Insert Date]

[Recipient's Name]

[Recipient's Address]

[City, State, Zip Code]

Dear [Recipient's Name],

| am writing to formally acknowledge and express my regret regarding my failure to provide you
with the necessary assistance at a critical time. It has come to my attention that you were in need
of support, and I did not fulfill my responsibility to help you as | should have.

Please accept my sincerest apologies for any distress or inconvenience this may have caused you.
| take full accountability for my oversight, and I deeply regret not being there for you when you
needed it the most.

To ensure this does not happen again, | am taking steps to improve my awareness and
responsiveness in the future. Your needs are important to me, and | am committed to making it

right.

Thank you for your understanding and patience. | value our relationship and hope to rebuild your
trust in me.

Sincerely,

[Your Name]

[Your Position]
[Your Organization]

[Your Contact Information]



