Letter of Understanding

Date: [Insert Date]

[Your Name]

[Your Address]

[City, State, Zip Code]
[Email Address]
[Phone Number]

[Recipient's Name]
[Recipient's Address]
[City, State, Zip Code]

Subject: Understanding Regarding Non-Upholding of Agreements
Dear [Recipient's Name],

I hope this message finds you well. I am writing to formally express my understanding regarding
the recent situation where certain agreements, made on [insert date of agreement], were not
upheld.

While | had anticipated that the terms of our agreement would be honored, | acknowledge that
circumstances may arise that prevent adherence. After discussing the matter, it is clear that
[insert brief explanation of the reasons for non-fulfillment].

In light of this, we can agree to the following mutual understandings:
1. [Insert first understanding or alternative arrangement]

2. [Insert second understanding or alternative arrangement]

3. [Insert additional points as necessary]

It is my belief that by acknowledging this situation, we can move forward in a positive manner
and maintain our relationship. | appreciate your openness in discussing these matters.

Please feel free to reach out if you would like to discuss this further. I look forward to your
response.

Thank you for your attention to this matter.

Sincerely,
[Your Name]



