
Letter of Appeal for Resolution on Tech 

Project Delay 

Date: [Insert Date] 

To: [Recipient's Name] 

Position: [Recipient's Position] 

Company: [Recipient's Company] 

Address: [Recipient's Address] 

 

Dear [Recipient's Name], 

 

I hope this message finds you well. I am writing to formally express my concerns regarding the 

delays we are experiencing on the [Project Name] project. As you are aware, the timeline set for 

this project has been impacted, which has raised concerns among the team and stakeholders. 

 

The initial project timeline indicated completion by [Original Deadline], but due to [Reasons for 

Delay], we are now facing potential setbacks that could hinder our progress and affect our 

deliverables. 

 

We understand that unforeseen circumstances can arise; however, it is crucial for us to address 

these delays promptly to mitigate any further impacts on our operations and client relations. We 

are eager to work together to find possible solutions, including reallocating resources or 

adjusting timelines to ensure project completion. 

 

We value your leadership and your commitment to the success of this project, and we are 

hopeful that we can schedule a meeting to discuss this matter further. Please let me know your 

available times next week, and we will do our best to accommodate. 

 



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

 

Sincerely, 

 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


