Mistake Acceptance And Correction Letter

Dear [Recipient],

| am writing this letter to acknowledge the mistake that was made in [describe the mistake or error
that occurred]. | accept full responsibility for this mistake and | apologize for any inconvenience that
it may have caused to you and/or your business.

| understand the importance of accuracy and attention to detail in the [describe the industry or field]
industry, and | assure you that steps have been taken to prevent such errors from happening in the
future. We have reviewed our processes and made necessary adjustments to ensure that this type
of mistake does not happen again.

Additionally, | want to assure you that we are committed to providing high-quality service and
products to our valued customers. To make up for the mistake, we would like to offer [describe the
compensation or solution you are offering] as a gesture of goodwill.

Once again, | apologize for any inconvenience that this may have caused, and | appreciate your
understanding and continued support.

Sincerely,

[Your Name]



