L_etter of Acceptance of Blame

Date: [Insert Date]

[Your Name]

[Your Position]
[Company Name]
[Company Address]
[City, State, Zip Code]

[Recipient Name]
[Recipient Position]
[Company Name]
[Company Address]
[City, State, Zip Code]

Dear [Recipient Name],

| am writing to formally acknowledge and accept responsibility for the recent misjudgment
regarding [specific issue or situation]. | understand that my decisions have negatively impacted
our business operations and the trust our clients place in us.

In reviewing the situation, I recognize that my actions did not align with the company's
objectives and values. | take full accountability for my role in this matter and the consequences
that have followed.

Moving forward, | am committed to implementing necessary changes and strategies to prevent a
recurrence of this issue. | appreciate your understanding as we work through this together.

Thank you for your attention to this matter, and |1 am willing to discuss this further at your
convenience.

Sincerely,
[Your Name]

[Your Position]
[Company Name]



