Accountability Letter

Date: [Insert Date]

To: [Recipient's Name]

From: [Your Name]

Subject: Accountability for Process Non-Adherence

Dear [Recipient's Name],

| am writing to formally address the recent incident regarding the failure to adhere to the
established processes for [specific task or project]. It has come to my attention that the correct
procedures were not followed, resulting in [describe the consequence of the error].

| take full responsibility for this oversight and acknowledge that it contradicts our team's
commitment to operational excellence and compliance. | understand that following the correct

processes is crucial for the success of our work and the integrity of our team.

To prevent this from happening in the future, | have taken the following steps:

e [Step 1]
e [Step 2]
o [Step 3]

| appreciate your understanding and support as | work to improve my adherence to processes.
Please feel free to reach out if you would like to discuss this matter further.

Thank you for your attention.
Sincerely,
[Your Name]

[Your Position]
[Your Contact Information]



