Accountability Letter for Postponed Project
Milestones

Date: [Insert Date]
To: [Recipient's Name]
Project: [Project Name]
From: [Your Name]
Subject: Accountability for Postponed Project Milestones
Dear [Recipient's Name],
| am writing to address the recent postponement of project milestones associated with [Project
Name]. As the [Your Position] overseeing this project, | take full accountability for the delays
and would like to outline the reasons and the steps we are taking to mitigate the impact on our
timeline.
1. **Reasons for Postponement**:
e [Reason 1]
e [Reason 2]
e [Reason 3]
2. **Impact on Project Timeline**:
[Briefly describe how it affects the overall project timeline and milestones.]
3. **Next Steps**:
e [Step 1 to address the issues]
e [Step 2 to ensure progress]

o [Step 3 to prevent future delays]

| sincerely apologize for any inconvenience this may have caused and am committed to getting
us back on track. | appreciate your understanding and support as we navigate these challenges.

Thank you for your time.

Sincerely,



[Your Name]
[Your Position]
[Your Contact Information]



