
Letter of Transparency 

Date: ___________ 

[Your Name] 

[Your Position] 

[Your Company] 

[Company Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

Dear [Client's Name], 

We hope this message finds you well. At [Your Company], we believe that transparency is a 

cornerstone of our relationship with you. As such, we want to take a moment to share important 

information about our processes and the steps we take to ensure clarity and trust. 

Our Commitment to Transparency 

We are committed to keeping you informed about: 

• Project Progress: Regular updates regarding the timeline and deliverables. 

• Financial Clarity: Detailed invoices and reports of expenditures. 

• Feedback Mechanisms: Open channels for receiving your feedback and addressing your 

concerns immediately. 

We value your trust and strive to foster an open dialogue. Should you have any questions or 

require further information, please do not hesitate to reach out. 

Thank you for your continued partnership. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


