Updated Timeframe Proposal

Date: [Insert Date]

To: [Recipient's Name]

[Recipient's Position]

[Company Name]

[Company Address]

Dear [Recipient's Name],

I hope this message finds you well. I am writing to propose an updated timeframe for our
ongoing project regarding [Project Name]. After reviewing our current progress and considering

various factors, | believe that the following adjustments would better align with our objectives
and enhance our efficiency.

Proposed Updated Timeframe:
e Phase 1: [New Start Date] to [New End Date]
e Phase 2: [New Start Date] to [New End Date]
o Phase 3: [New Start Date] to [New End Date]
We believe that these adjustments will allow us to [insert reasoning, e.g., "enhance the quality of
our deliverables” or "accommodate recent changes in project scope”]. Your feedback on this
proposed timeframe would be greatly appreciated.
Thank you for your attention, and | look forward to your response.
Sincerely,
[Your Name]
[Your Position]

[Your Company Name]

[Your Contact Information]



