
Project Prioritization Request 

Date: [Insert Date] 

From: [Your Name]  

[Your Position]  

[Your Company]  

[Your Email]  

[Your Phone Number] 

To: [Recipient Name]  

[Recipient Position]  

[Recipient Company] 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to formally request the prioritization of the 

following projects that have been identified as critical to our strategic objectives: 

Project List: 

• Project Name 1 - [Brief Description] 

• Project Name 2 - [Brief Description] 

• Project Name 3 - [Brief Description] 

Each of these projects aligns with our core goals and has been evaluated based on their potential 

impact, resource requirements, and alignment with company initiatives. 

I would appreciate your support in prioritizing these projects and would be happy to discuss 

them further at your convenience. 

Thank you for considering this request. I look forward to your feedback. 

Sincerely,  

[Your Name]  

[Your Position]  

[Your Company] 


