Letter of Deadline Prioritization

Date: [Insert Date]

To: [Subcontractor's Name]
[Subcontractor's Address]

Dear [Subcontractor's Contact Person],

We hope this message finds you well. As we continue to progress on the [Project Name], we
want to take this opportunity to discuss the upcoming deadlines related to your deliverables.

Due to [reasons for prioritization, e.g., project changes, client request], it is essential for us to
adjust our timeline. We have identified the following priorities for your tasks:

e Task 1: [Description] - Due by [New Deadline]
e Task 2: [Description] - Due by [New Deadline]
e Task 3: [Description] - Due by [New Deadline]

Please review these deadlines and confirm your ability to meet them. If there are any challenges,
do not hesitate to reach out so we can find a solution together.

Thank you for your cooperation and support. We look forward to your prompt response.
Sincerely,

[Your Name]

[Your Position]

[Your Company Name]
[Your Contact Information]



