Accountability Reporting Authorization for
Project Oversight

Date: [Insert Date]

[Your Name]

[Your Title]

[Your Organization]
[Your Address]

[City, State, Zip Code]
[Email Address]
[Phone Number]

To: [Recipient's Name]
[Recipient's Title]
[Recipient's Organization]
[Recipient's Address]
[City, State, Zip Code]

Dear [Recipient's Name],
Subject: Accountability Reporting Authorization for [Project Name]

I am writing to formally authorize [Name of Authorized Person/Team] to oversee the
accountability reporting processes for [Project Name] effective from [Start Date] to [End Date].
This includes all responsibilities related to data collection, analysis, and reporting in alignment
with our project objectives.

As the [Your Title], I believe that [Name of Authorized Person/Team] possesses the necessary
expertise and skills to ensure accurate and timely reporting. Please extend full cooperation to
[him/her/them] during this period.

Should you have any questions or require further clarification, please feel free to reach out to me
directly.

Thank you for your attention to this matter.
Sincerely,

[Your Signature (if sending a hard copy)]
[Your Printed Name]

[Your Title]
[Your Organization]



