


Date:
To
[The Recipient Name]
[Designation]
Re. Change in Members of Project No. [X] and DOLG Representation Task
Dear [NAME], 
I hope you find this email in the best of your spirits. I am writing this email to request a change in the members of project no. [X] and in the DOLG Representation Task which is a retrospection of the Arab Forum Conference and preparation for All Industrial Collaboration Deans Meeting (AICDM) 20XX. 
In both groups, there is a dire need to change the members which are crucial for the progressive work and the success of AICDM. It is requested based on TORs of the demanded and work and their competence in the relevant fields. They are not suitable for the tasks they have been given.
The list of the members has been attached in Annexure-I & II. Both lists need a revisit and recast of the members for both groups. As the Arab Forum Conference needs a good presentation and good communication for the deliverance of our stance on Arab Intervention of Industries and Alloys. For this sake, we need confident and competent speakers who can present our work in front of them.
Moreover, members who have been given the task to work on the DOLG Representation are the employees with their expertise in the technical side of the information. They are good at conducting technical treatment of the projects, but research needs a more methodic and proficient approach. As DOLG Representation has been foreseen as a retrospection of AICDM, the team needs to be a blend of people with experience with AICDM and the employees working in the Research and Development sector.
A proposed list of the members for both tasks can be presented on demand. Please respond to my email if you need further information on the subject. For a revisited list of employees and potential members, please check Annexure-IV. All the lists have been attached with the email in PDF. I am thankful to you for considering this.
Regards
[NAME]
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