Letter of Commitment

Date: [Insert Date]
To: [Recipient's Name]
[Recipient's Title]
[Recipient's Company/Organization]
[Recipient's Address]
Dear [Recipient's Name],
I hope this message finds you well. I am writing to formally acknowledge my recent late
submissions regarding [specific project or assignment]. | understand the importance of adhering
to deadlines and the impact that delays can have on our collaboration.
To rectify this situation, | am committed to implementing the following actions:
o Establishing a more structured timeline for upcoming tasks.
« Regularly communicating any potential delays as soon as they are anticipated.

o Seeking assistance when necessary to ensure timelines are met.

| appreciate your understanding and patience, and | want to assure you that | am taking these
steps seriously to prevent further occurrences. Thank you for your support.

Sincerely,

[Your Name]

[Your Title]

[Your Company/Organization]

[Your Contact Information]



