
Formal Notice for Schedule Realignment 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company] 

[Company Address] 

[City, State, Zip Code] 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Company] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally notify you of a necessary realignment of the schedule regarding 

[specific project or event]. Due to [brief reason for realignment], we find it essential to adjust our 

timelines to ensure successful outcomes. 

The proposed new schedule is as follows: 

• [New Date/Time 1 - Description] 

• [New Date/Time 2 - Description] 

• [New Date/Time 3 - Description] 

We believe these adjustments will allow us to better meet our goals and ensure project success. 

Please let me know if these changes are acceptable or if further discussions are required. 

Thank you for your understanding and cooperation. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


