Accountability Letter Template for Telecom
Service Review

Date: [Insert Date]

To: [Recipient's Name]

Title: [Recipient's Title]

Company: [Recipient's Company]

Address: [Recipient's Address]

City, State, Zip: [Recipient's City, State, Zip]

Dear [Recipient's Name],

Subject: Accountability Review for Telecom Services

We are writing to formally address our recent review of the telecom services provided to [Insert

Company/Department Name]. The purpose of this letter is to highlight key findings from our
assessment, outline areas of accountability, and establish expectations moving forward.

Findings Summary
o [Finding 1: Description]

e [Finding 2: Description]
o [Finding 3: Description]

Accountability Areas
1. [Accountability Area 1]

2. [Accountability Area 2]
3. [Accountability Area 3]

Next Steps

To ensure improved service delivery, we request a follow-up meeting to discuss the findings and
develop a plan to address the identified issues. Please provide your availability for the week of
[Insert Date].

Thank you for your attention to this matter. We look forward to your prompt response.



Sincerely,

[Your Name]
[Your Title]
[Your Company]

[Your Contact Information]



