
Reconciliation Letter 

Date: [Insert Date] 

To: [Recipient's Name] 

Address: [Recipient's Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to address some commitments that we had 

previously discussed but have not been fulfilled. I believe it is important for us to reconcile these 

matters. 

Firstly, I would like to acknowledge the importance of our initial agreement regarding [briefly 

describe the commitments]. Unfortunately, due to [briefly explain the reasons for unfulfilled 

commitments], these have not been completed as intended. 

I sincerely apologize for any inconvenience this may have caused you and would like to express 

my commitment to resolving these issues. I propose that we [suggest steps to rectify the situation 

or propose a meeting to discuss further]. 

Thank you for your understanding and patience. I value our relationship and look forward to 

moving forward positively. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


