
Letter of Understanding 

Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

We would like to extend our sincere apologies for the inconvenience caused due to the delay in 

[specific service or product]. We understand how important this matter is to you and recognize 

the frustration this may have caused. 

We appreciate your understanding and patience as we work to resolve the issue. Please rest 

assured that we are making every effort to expedite the process and ensure you receive 

[service/product] as soon as possible. 

If you have any questions or need further assistance, please do not hesitate to reach out to us at 

[contact information]. 

Thank you for your understanding. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Contact Information] 


