
Letter of Understanding Regarding Unmet Objectives 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Understanding for Failing to Achieve Set Objectives 

Dear [Recipient's Name], 

We hope this message finds you well. We are writing to formally recognize and address the 

recent challenges in achieving the objectives set forth in our [Project/Program/Plan Name]. As 

we assess our progress, it has become evident that certain targets have not been met, and we wish 

to express our understanding of the factors contributing to this situation. 

Despite our collective efforts, certain external and internal challenges have impeded our ability 

to fully meet the established goals. We appreciate your hard work and dedication, which have 

not gone unnoticed. We would like to take this opportunity to review the following points: 

• Identify and acknowledge the obstacles encountered during the project. 

• Discuss the contributions made by the team and individuals involved. 

• Outline the steps we can take moving forward to achieve our objectives. 

We remain committed to supporting you and the team in overcoming these challenges and 

realigning our focus on future objectives. We believe that with open communication and 

collaboration, we can navigate through this period effectively. 

Please let us know a suitable time for us to meet and discuss this matter further. Your insights are 

valuable as we work towards strengthening our efforts. 

Thank you for your understanding and commitment. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company/Organization Name] 


