Subject: Clarification Regarding Neglect of
Important Tasks

Dear [Recipient's Name],

I hope this message finds you well. I am writing to address some concerns regarding the recent
neglect of important tasks assigned to our team. It has come to my attention that certain
deadlines were missed, and I would like to clarify the circumstances surrounding these issues.

While I acknowledge that we have all faced challenges, | believe it is essential to maintain clear
communication to ensure the smooth functioning of our operations. | would appreciate
understanding your perspective on this matter and any obstacles you may have encountered that
have affected task completion.

Furthermore, it would be beneficial to discuss how we can better support one another moving
forward to prevent such occurrences in the future. I am committed to finding a solution that helps
our team achieve its objectives effectively.

Thank you for your attention to this matter, and I look forward to your response.

Sincerely,

[Your Name]

[Your Position]
[Your Contact Information]



