
Formal Acceptance and Correction Letter

Subject: Acknowledgement and Correction of Mistake

Dear [Recipient Name],

I am writing to formally acknowledge an error that occurred in [specific task/project/transaction]

dated [date]. Upon reviewing the situation, I take full responsibility for this mistake and sincerely

apologize for any inconvenience caused.

To rectify the situation, I have taken the following corrective actions:

1. [Corrective Action 1]

2. [Corrective Action 2]

3. [Corrective Action 3]

Please rest assured that measures have been implemented to prevent similar errors in the future. I

value our professional relationship and remain committed to maintaining the highest standards of

accuracy and accountability.

Thank you for your understanding.

Sincerely,  

[Your Name]  

[Your Position]
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