Letter of Understanding

Date: [Insert Date]
To: [Recipient's Name]
[Recipient's Address]
[City, State, Zip Code]
Dear [Recipient's Name],
We are writing to formally acknowledge the transactional errors that occurred in our recent
transaction on [Insert Transaction Date]. We understand that these errors may have caused
inconvenience, and we wish to clarify the details as follows:
1. Description of the Transaction: [Insert description]
2. Error Identified: [Insert details of error]

3. Resolution: [Insert resolution plan]

We appreciate your understanding as we work to resolve this matter promptly. Please rest
assured that we are taking all necessary steps to prevent such issues from arising in the future.

Should you have any further questions or concerns, please do not hesitate to contact us at [Insert
Contact Information].

Thank you for your cooperation.
Sincerely,

[Your Name]

[Your Position]

[Your Company]



