
Subject: Appeal for Project Scheduling 

Flexibility 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request flexibility in the scheduling 

of our current project, [Project Name], due to [briefly explain the reason, e.g., unforeseen 

circumstances, resource availability, etc.]. 

While I appreciate the timeline and the goals established, I believe that with a slight adjustment 

to the schedule, we can ensure higher quality outcomes and better alignment with available 

resources. I am confident that this change would enable us to meet and exceed project 

expectations. 

I propose an alternative schedule that includes [briefly outline the proposed changes]. I believe 

that these adjustments will significantly enhance our ability to deliver successful results. 

Thank you for considering my request. I would appreciate the opportunity to discuss this matter 

further at your earliest convenience. I am looking forward to your positive response. 

Warm regards, 



[Your Name] 

[Your Title] 

[Your Company/Organization Name] 


