
Subject: Concerns Regarding Tech Project 

Schedule 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Position] 

[Company Name] 

[Company Address] 

Dear [Recipient's Name], 

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

schedule of our tech project, [Project Name]. As we progress through various phases, I have 

noticed several key areas that may pose challenges in meeting our deadlines. 

Firstly, the integration of the new software component has faced unexpected delays, and I fear 

this may affect our upcoming milestones. Additionally, the resources allocated to this project 

seem to be insufficient to meet the demands of phase [X]. 

To ensure we stay on track, I propose we organize a meeting to reassess our timeline and explore 

potential solutions to mitigate these risks. Your insights would be invaluable in this discussion. 

Thank you for your attention to this matter. I look forward to your response and hope we can 

collaboratively navigate these challenges. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


