
Accountability Reporting Authorization 

Date: [Insert Date] 

To: [Recipient's Name] 

Title: [Recipient's Title] 

Department: [Recipient's Department] 

Organization: [Recipient's Organization] 

Dear [Recipient's Name], 

I am writing to formally authorize the processing of accountability reporting related to the 

effectiveness analysis of our current program, [Program Name]. This analysis aims to assess 

program outcomes and ensure alignment with our organizational goals. 

Please allow the necessary personnel to access the relevant data and resources associated with 

the program. The timeframe for this analysis will be from [Start Date] to [End Date]. I request 

that any findings are presented in a comprehensive report submitted to my attention by 

[Submission Deadline]. 

Thank you for your cooperation and support in this essential initiative. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Department] 

[Your Organization] 

[Your Contact Information] 


