Accountability for Unfinished
Responsibilities

Date: [Insert Date]

To: [Recipient's Name]

From: [Your Name]

Subject: Accountability for Unfinished Responsibilities

Dear [Recipient's Name],

| hope this message finds you well. | am writing to address my unfinished responsibilities
regarding [briefly describe the tasks or projects]. | acknowledge that | have not completed these
tasks by the agreed-upon deadlines.

| take full responsibility for this oversight and understand the impact it has on our team and our
goals. I recognize the importance of accountability in our work environment, and | want to

assure you that | am taking steps to rectify the situation.

To address this matter, | am implementing the following actions:

e [Action 1]
« [Action 2]
e [Action 3]

| appreciate your understanding and support as | work to complete these responsibilities. | am
committed to ensuring that this situation does not occur again in the future.

Thank you for your patience, and I look forward to updating you on my progress.
Sincerely,

[Your Name]

[Your Position]

[Your Contact Information]



