
Letter of Recommendation 

Date: [Insert Date] 

To Whom It May Concern, 

I am writing to recommend revisions to the project timetable for [Project Name]. After reviewing 

the current schedule and progress, I believe that adjustments are necessary to effectively meet 

project goals and ensure high-quality outcomes. 

Due to [reason for revision, e.g., unforeseen circumstances, resource availability, etc.], I propose 

extending the timeline for [specific phases or deliverables]. This will allow the team to [describe 

benefits, e.g., conduct thorough research, ensure comprehensive testing, etc.]. 

I have full confidence in the team's ability to deliver exceptional results given the revised time 

frame. This adjustment will not only enhance productivity but also improve overall project 

quality. 

Thank you for considering this recommendation. I am happy to discuss this further and provide 

any additional information needed. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


