Letter of Acknowledgment

Date: [Insert Date]

To: [Recipient's Name]

[Recipient's Address]

Dear [Recipient's Name],

I am writing to formally acknowledge that | have missed my obligations regarding [specific
details of the obligations missed]. I understand the importance of fulfilling my responsibilities

and deeply regret any inconvenience this may have caused.

| take full accountability for the oversight, and | am committed to rectifying the situation. [You
may include any plans or steps you will take to resolve the missed obligations].

Thank you for your understanding, and | appreciate your patience as | work to address this
matter.

Sincerely,
[Your Name]

[Your Contact Information]



