
Reassurance Letter 

Dear [Recipient's Name], 

We hope this message finds you well. We are writing to inform you about the status of your 

recent request for [specific request or service]. We appreciate your patience as we navigate 

through some unforeseen delays in our manual processing system. 

Please be assured that we are actively working on resolving this issue and are prioritizing your 

request. Our team is committed to ensuring that all necessary steps are taken to expedite the 

process and minimize any inconvenience to you. 

We value your understanding and support during this time, and we are grateful for your 

continued trust in us. If you have any questions or require further assistance, please do not 

hesitate to reach out to us at [contact information]. 

Thank you for your patience, and we look forward to providing you with an update shortly. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 

[Company Contact Information] 


