Letter of Accountability

Date: [Insert Date]

To: [Recipient's Name]
[Recipient's Address]
Dear [Recipient's Name],

| hope this message finds you well. | am writing to address an issue that arose due to
unintentional misinformation that was recently communicated by me.

On [Insert Date of Misinformation], | shared [briefly describe the misinformation]. | have come
to realize that this information was not accurate, and | sincerely apologize for any confusion or
inconvenience it may have caused.

It was never my intention to mislead or create any misunderstanding, and | take full
responsibility for the oversight. To rectify this matter, | have taken the following steps:

e Reviewed the information for accuracy.
o Updated the relevant parties and provided the correct information.
o Implemented measures to ensure proper verification in the future.

Thank you for your understanding and patience regarding this matter. Should you have any
questions or require further clarification, please do not hesitate to reach out to me.

Sincerely,

[Your Name]

[Your Position]

[Your Company/Organization]
[Your Contact Information]



