
Subject: Urgent Adjustment Needed for 

Project Timeline 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to address an urgent matter regarding the 

timeline for the [Project Name]. Due to [brief explanation of the reason for the adjustment], we 

need to make some adjustments to our project schedule. 

We propose the following changes: 

• Milestone 1: New Date - [new date] 

• Milestone 2: New Date - [new date] 

• Milestone 3: New Date - [new date] 

Your input is crucial, and I would appreciate your feedback on these proposed changes as soon 

as possible. Please let me know if you require any further information or if you would like to 

discuss this matter in a meeting. 

Thank you for your understanding and prompt attention to this matter. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


