
Letter of Understanding 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Address] 

[City, State, Zip] 

[Partner's Name] 

[Partner's Position] 

[Partner's Company] 

[Partner's Address] 

[City, State, Zip] 

Dear [Partner's Name], 

Thank you for reaching out to us regarding your concerns. We sincerely appreciate your 

feedback and want to assure you that we take your complaints seriously. 

We understand that [briefly summarize the main complaints]. We acknowledge how important 

these issues are and are committed to addressing them promptly. 

As a valued partner, your satisfaction is crucial to us. We have already initiated a review of the 

concerns raised and will be implementing corrective actions where necessary. 

We appreciate your patience and understanding as we work towards a resolution. Please do not 

hesitate to reach out if you have any further questions or require additional information. 

Thank you for your continued partnership. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


