
Letter of Readiness to Support with Extra 

Assignments 

Date: [Insert Date] 

From: [Your Name] 

[Your Position] 

[Your Company/Organization] 

[Your Address] 

[City, State, ZIP Code] 

To: [Recipient Name] 

[Recipient Position] 

[Recipient Company/Organization] 

[Recipient Address] 

[City, State, ZIP Code] 

 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to express my willingness to support our team 

with any additional assignments that may arise during this busy period. 

With my experience in [your area of expertise] and my commitment to our goals, I believe I can 

contribute effectively to ensure we meet our deadlines and maintain the quality of our work. 

Please feel free to reach out to me if there are specific areas where you believe my involvement 

would be beneficial. 

Thank you for considering my offer. I look forward to the opportunity to assist further. 

Sincerely, 

[Your Name] 

[Your Contact Information] 


