
Letter of Understanding 

Date: [Insert Date] 

To: [Employee's Name] 

From: [Manager's Name] 

Subject: Understanding Your Personal Challenges 

Dear [Employee's Name], 

We want to take a moment to acknowledge and express our understanding regarding the personal 

challenges you have been facing recently. We know that balancing work responsibilities with 

personal matters can sometimes be overwhelming. 

Please feel assured that your well-being is important to us, and we are here to support you in any 

way we can. If you need to adjust your workload or require any specific assistance during this 

time, do not hesitate to reach out. Our goal is to provide you with the flexibility you need to 

manage both your professional and personal life effectively. 

Thank you for your hard work and dedication. We appreciate your honesty in sharing your 

situation with us, and we are committed to providing you with the support you need. 

Sincerely, 

[Manager's Name] 

[Your Title] 

[Company Name] 

[Contact Information] 


