
Professional Acceptance of Responsibility Letter

Subject: Acceptance of Responsibility

Dear [Recipient Name],

I am writing to formally accept full responsibility for [describe situation or incident]. I acknowledge my

role in this matter and assure you that I am committed to taking all necessary steps to rectify the

situation and prevent it from recurring.

Please let me know if there are any specific actions required on my part.

Sincerely,

[Your Name]

[Your Position]

[Company Name]
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