
Letter of Acceptance for Oversight in Task Completion 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Company] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally accept responsibility for the 

oversight that occurred during the completion of [specific task or project name]. 

Upon review, I recognize that [briefly describe the oversight or error]. I understand the 

implications this may have caused and sincerely apologize for any inconvenience this may have 

generated. 

Moving forward, I am committed to ensuring that this does not happen again and will implement 

the following measures: [list any corrective actions]. 

Thank you for your understanding as we work towards resolving this matter. Please feel free to 

reach out if you have any further concerns or require additional information. 

Sincerely, 

[Your Name] 


