
Timeline Change Suggestions 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Suggestions for Timeline Adjustments 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to discuss the current timeline for [Project 

Name/Task] and suggest some potential changes that may enhance our efficiency and outcomes. 

Current Timeline Overview 

The current timeline for [Project/Task Description] is as follows: 

• [Milestone 1] - [Date] 

• [Milestone 2] - [Date] 

• [Milestone 3] - [Date] 

Suggested Changes 

After careful consideration, I propose the following changes: 

• [Milestone 1] - Shift from [Current Date] to [Proposed Date] 

• [Milestone 2] - Change from [Current Date] to [Proposed Date] 

• [Milestone 3] - Amendment from [Current Date] to [Proposed Date] 

Benefits of Proposed Changes 

Implementing these changes could provide several advantages: 

• Improved resource allocation 

• Enhanced collaboration opportunities 

• Greater alignment with team availability 

Thank you for considering these suggestions. I believe they could significantly improve our 

progress. I look forward to your thoughts. 

Best regards, 



[Your Name] 

[Your Position] 

[Your Contact Information] 


