
Letter of Assurance 

Date: [Insert Date] 

To: [HR Representative's Name] 

Company: [Company Name] 

Address: [Company Address] 

Dear [HR Representative's Name], 

Thank you for your inquiry regarding [specific topic or concern]. I appreciate the opportunity to 

address your questions and provide assurance on this matter. 

As per our discussions, I would like to confirm that [provide assurance or details related to the 

inquiry]. This aligns with our commitment to [company's values or policies]. 

Should you require any further information or clarification, please do not hesitate to reach out. I 

am here to assist you. 

Thank you for your understanding. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Contact Information] 


