
Date: [Insert Date] 

[Your Name] 

[Your Title] 

[Your Company Name] 

[Your Company Address] 

[City, State, Zip Code] 

[Recipient Name] 

[Recipient Title] 

[Recipient Company Name] 

[Recipient Company Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to provide a formal explanation regarding the 

reassessment of priority for [specific contract name or number]. 

Due to [briefly explain the reason for reassessment, e.g., changes in project scope, resource 

availability, or market conditions], we believe it is in our mutual best interest to revisit the 

current priority level assigned to this contract. 

We have conducted a thorough analysis and determined that adjusting the contract's priority will 

lead to [mention the expected benefits, e.g., improved efficiency, cost savings, better alignment 

with strategic goals]. This reassessment is vital to ensure the successful execution of all involved 

projects. 

We are eager to discuss this matter further and work collaboratively to reach a conclusion that 

benefits all parties. Please feel free to reach out at your earliest convenience to schedule a 

meeting. 

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

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company Name] 

[Your Contact Information] 


