
Letter of Accountability 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Accountability for Product Launch Shortcomings 

Dear [Recipient's Name], 

I am writing to formally address the recent shortcomings that occurred during the launch of 

[Product Name]. As a team, we aimed for a successful roll-out; however, we encountered several 

challenges that I take full responsibility for. 

Firstly, [mention specific shortcoming, e.g., "the software bugs that were not identified during 

testing"]. This issue was unexpectedly significant, impacting user experience and satisfaction. 

Moreover, [detail another shortcoming, e.g., "the delay in marketing collateral"] contributed to a 

lack of preparation in communicating our product's value to the target audience. 

I want to assure you that I am reviewing our processes to identify areas for improvement. This 

includes implementing stricter timelines and ensuring comprehensive quality control measures 

before future launches. 

Thank you for your understanding and support as we work to rectify these issues and strive for 

excellence in our upcoming projects. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Contact Information] 


