
Expedited Project Timeline Request 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Request for Expedited Project Timeline 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request an expedited timeline for the 

[Project Name] due to [briefly explain reason, e.g., changing priorities, urgent client need, etc.]. 

We believe that accelerating the timeline will allow us to better meet the expectations of our 

stakeholders and achieve our project goals more effectively. We propose the following revised 

timeline: 

• Phase 1: [New Deadline] 

• Phase 2: [New Deadline] 

• Phase 3: [New Deadline] 

Please let me know if we can arrange a meeting to discuss this request further. Your support in 

this matter is greatly appreciated. 

Thank you for considering our request. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


