
head>  

[Your Name] 

[Your Title] 

[Date] 

[Recipient Name] 

[Recipient Title] 

Subject: Review of Progress and Adjustment of Project Goals 

Dear [Recipient Name], 

I am writing to provide an update on our progress regarding [Project/Goal Name]. After a period 

of consistent growth, our recent data indicates that performance has reached a plateau over the 

last [Time Period]. 

Despite our continued efforts and the application of current strategies, we have observed 

[mention specific metric or area where progress stopped]. Our internal review suggests that this 

is due to [briefly mention reason, e.g., market saturation, resource limitations, or technical 

constraints]. 

To ensure we continue to move forward effectively, I propose a readjustment of our current 

goals. This shift will allow us to focus on stabilizing our current position while exploring new 

avenues for breakthroughs. The proposed adjustments include: 

• Revised Objective: [Describe new target] 

• Timeline Change: [Describe new deadline or milestone] 

• Strategic Pivot: [Describe new action or approach] 

I believe these changes are necessary to maintain momentum and align our expectations with the 

current environment. I would like to schedule a meeting on [Date/Time] to discuss these 

adjustments in more detail and gather your feedback. 

Thank you for your ongoing support and understanding. 

Sincerely, 

[Your Signature] 

[Your Printed Name] 


