Acknowledgment of Time Management
Issues

Date: [Insert Date]

To: [Recipient's Name]

From: [Your Name]

Subject: Acknowledgment of Time Management Challenges

Dear [Recipient's Name],

I hope this message finds you well. I am writing to formally acknowledge the recent challenges |
have faced in effectively prioritizing my time, which has impacted my responsibilities and
commitments.

Despite my efforts, | recognize that certain deadlines were not met, and | failed to allocate my
time efficiently to the tasks at hand. I take full responsibility for this oversight and understand
the importance of better time management in achieving our team's goals.

Moving forward, | am implementing strategies to improve my scheduling, including [briefly
mention any specific strategies, such as using planners or setting reminders]. I am committed to
learning from this experience and ensuring it does not happen again.

Thank you for your understanding and support as | work to enhance my time management skills.
Sincerely,

[Your Name]

[Your Position]

[Your Contact Information]



