Letter of Responsibility

Date: [Insert Date]

[Recipient's Name]

[Recipient's Address]

[City, State, Zip Code]

Dear [Recipient's Name],

I am writing to formally acknowledge and take responsibility for the frequent conversational
discrepancies that have occurred in our recent discussions. | recognize that these inconsistencies
may have caused confusion and frustration.

Moving forward, | commit to improving my communication by ensuring clarity and consistency
in our conversations. | value our relationship and am dedicated to fostering a more effective
dialogue.

Thank you for your understanding and patience as | work toward bettering our interactions.
Sincerely,

[Your Name]

[Your Position]

[Your Contact Information]



