
Subject: Discussion on Obstacles Affecting 

Tech Project Timeline 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to address some challenges we have 

encountered in the current tech project that may affect our timeline. 

Firstly, we have noticed [describe obstacle 1 briefly]. This has resulted in [explain impact 

briefly]. 

Additionally, [describe obstacle 2 briefly]. This issue has led to [explain impact briefly]. 

To ensure we stay on track, I suggest we schedule a meeting to discuss potential solutions and 

adjustments to our project plan. Please let me know your available times this week. 

Thank you for your attention to this matter. I look forward to our discussion. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


