
Approval Letter for Adherence to Project Schedules 

Date: [Insert Date] 

To, 

[Recipient's Name]  

[Recipient's Title]  

[Company/Organization Name]  

[Address Line 1]  

[Address Line 2]  

[City, State, Zip Code] 

Dear [Recipient's Name], 

We are pleased to inform you that your proposal for adherence to the project schedules for 

[Project Name] has been reviewed and approved. Your commitment to maintaining the timeline 

and ensuring that all deliverables meet the specified deadlines is appreciated. 

Please find below the key details pertaining to the approved schedule: 

• Project Start Date: [Insert Date] 

• Key Milestones: [List Milestones] 

• Final Completion Date: [Insert Date] 

We expect that you will ensure all team members are aligned with this schedule and will 

promptly communicate any potential delays. 

Thank you for your dedication and hard work. 

Sincerely, 

[Your Name]  

[Your Title]  

[Company/Organization Name]  

[Contact Information] 


