Date:
To
[The Recipient]
[Designation]
[Company Name]
Re. Deviance in the Schedule of Project Submission
Dear Ma’am,
This letter is to communicate the deviance in the schedule of the submission of the project. The project submission was due on 23-07-XX but it could not end with completion because of the inexorable situation created by the impacts of COVID-19. This led to severe dismal in the business and completion of various projects. The company had to return many projects and bear a loss of not less than a million USD. Thus, it was inevitable for multiple projects to be delayed.
With the surge of COVID-19 cases in Florida, actuated and driven by the third wave of the unprecedented virus, many businesses were called off by the government and local government, and Health Advisory of Florida asked for immediate implementation 20-06-XX. The project was approved on 15-06-XX and it was to be initiated on 19-06-XX following by the day lockdown inflicted.
The project, thus, could not be completed because of the business shutdown. The company perceived working from home for fifty percent of employees, but it is almost impossible to decipher the project and the interjections manifested while working home. It needs strong departmental collaboration whereas the collaboration of different departments weakens with the working online or not working in a unified space.
As the project involves real estate activity, thus a lot of workforces are demanded which should be interdepartmental. Having mentioned all the reasons stipulated by the situation of uncertainty and abrupt changes in working mode impeded the project work and delayed the completion. It is expected that the project will be completed not later than 15-07-XX. I thank you in anticipation for supporting us with your constant coordination and discernment. For more, you can contact our project manager at [EMAIL] or call our PMD at +1-[X].
Regards,
Kelson Hawthorne
Assistant Project Manager
DWA Company (Pvt.) Ltd.
Floor 07, Duodenum Galaxy, Orlando
Florida, USA
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