
Letter of Understanding 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Address] 

[City, State, Zip Code] 

Email: [Your Email] 

Phone: [Your Phone Number] 

To: [Recipient's Name] 

[Recipient's Position] 

[Recipient's Company] 

[Recipient's Address] 

[City, State, Zip Code] 

Subject: Letter of Understanding for Delivery Promise 

Oversight 

Dear [Recipient's Name], 

This letter serves as a formal understanding regarding our commitment to overseeing the 

delivery promises made by [Recipient's Company]. We recognize the importance of timely and 

accurate deliveries, and it is essential that both parties uphold the agreements set forth. 

As per our discussions, we mutually agree on the following terms: 

• Delivery timelines will be communicated clearly and adhered to by both parties. 

• Any potential delays must be communicated at least [Insert Timeframe] in advance. 

• Regular oversight meetings will be held to review delivery performance. 



We look forward to a successful partnership and believe that this mutual understanding will 

enhance our cooperation. Please sign and return a copy of this letter to confirm your acceptance 

of these terms. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name]  

[Your Position]  

[Your Company] 

Acceptance 

_____________________________  

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Company]  

Date: ________________ 


