
Urgent: Project Completion Delay 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to express my concern regarding the delays we 

have been experiencing with the [Project Name] project. As you know, this project is pivotal to 

our timeline, and the current pace may jeopardize our overall schedule. 

We are approaching critical deadlines, and it is essential that we receive a detailed update on the 

project's status. Specifically, we need to understand the following: 

• Current progress on outstanding tasks 

• Identified challenges causing delays 

• Actions being taken to mitigate these issues 

• Your revised timeline for completion 

It is imperative that we work collaboratively to address these issues swiftly. Please get back to 

me by [specific date] with the requested information, as our next steps depend on it. Your prompt 

attention to this matter is greatly appreciated. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


