L_etter of Concession

Date: [Insert Date]

[Recipient's Name]

[Recipient's Address]

[City, State, ZIP Code]

Dear [Recipient's Name],

| hope this message finds you well. I am writing to formally acknowledge and concede that | did
not prepare properly for [specific event or task], which took place on [specific date]. | recognize
that my lack of preparation resulted in [describe consequences or impact of the failure].

Moving forward, | am committed to adopting better preparation strategies to ensure that this
oversight does not occur again. | value the opportunity to learn and improve from this
experience.

Thank you for your understanding and support in this matter. | appreciate your consideration.
Sincerely,

[Your Name]

[Your Position]

[Your Company/Organization]

[Your Contact Information]



