
[CITY], [DATE] 

 

Dear [RECIPIENT'S NAME], 

I am writing to you as the [YOUR TITLE OR POSITION] of [YOUR ORGANIZATION OR COMPANY 

NAME]. 

I am pleased to express our interest in [BRIEF DESCRIPTION OF THE ACTIVITY OR PROJECT]. 

Through this letter, I commit to undertaking [DETAILED DESCRIPTION OF YOUR 

RESPONSIBILITIES OR THE ACTIVITIES YOU COMMIT TO PERFORMING]. 

Likewise, I recognize and accept that failure to fulfill these commitments may have 

consequences [DESCRIBE THE CONSEQUENCES OF NON-COMPLIANCE, IF APPLICABLE]. 

I am confident that by working together, we can [DESCRIPTION OF THE COMMON GOAL OR 

THE RESULTS YOU HOPE TO ACHIEVE]. 

I thank you in advance for your attention to this commitment letter and am at your disposal for 

any further questions or clarification. 

Sincerely, 

 

[YOUR NAME] 

[YOUR TITLE OR POSITION] 

[YOUR CONTACT INFORMATION] 


