[Your Name]

[Your Position]

[Your Company]
[Your Address]

[City, State, Zip Code]
[Email Address]
[Phone Number]
[Date]

[Recipient's Name]
[Recipient's Position]
[Recipient's Company]
[Recipient's Address]

[City, State, Zip Code]

Subject: Suggestion for Project Scheduling Changes
Dear [Recipient's Name],

| hope this message finds you well. I am writing to propose some adjustments to the current
project schedule for [Project Name]. After reviewing our timelines and assessing the progress we
have made thus far, | believe that a few changes could enhance our efficiency and ensure the
successful completion of the project.

Based on my analysis, | suggest the following adjustments:

o Extend the deadline for [specific task] from [original date] to [proposed date] to allow
more time for completion.

o Move the start date of [upcoming task] to [new proposed date] to better align with
resource availability.

« Allocate additional resources to [specific area] to expedite progress.

These changes will not only help alleviate current bottlenecks but also enhance our overall
workflow. I believe that with careful implementation, we can stay aligned with our project goals.



| would appreciate the opportunity to discuss this further and hear your thoughts on my
suggestions. Thank you for considering my proposal.

Best regards,
[Your Name]

[Your Position]



