
Subject: Schedule Realignment Request 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to discuss the current schedule regarding 

[Project/Task Name] and propose a realignment to better meet our objectives. 

Due to [reason for realignment, e.g., unforeseen circumstances, changes in resources, etc.], I 

believe it is necessary to adjust our calendar. I suggest we consider the following options: 

• [Option 1: New date/time and brief justification] 

• [Option 2: Alternative date/time and brief justification] 

• [Option 3: Another alternative with justification] 

I appreciate your understanding and flexibility in this matter. Please let me know your thoughts 

on these proposals or if you need to discuss this further. I am open to establishing a time for a 

conversation. 

Thank you for your attention to this matter. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


