
[Your Name]  

[Your Position]  

[Your Company]  

[Your Email]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Recipient Company]  

Dear [Recipient Name],  

Subject: Jira Backlog Prioritization  

I hope this message finds you well.  

I am writing to propose a prioritization of items in our Jira backlog for 

the upcoming sprint. After reviewing the current backlog, I believe the 

following items should be prioritized based on their impact and alignment 

with our project goals: 

1. **[Item Title 1]**  

 - **Description:** [Brief description of the item]  

 - **Impact:** [Explanation of why this item is important]  

 - **Estimation:** [Time/Resources required]  

2. **[Item Title 2]**  

 - **Description:** [Brief description of the item]  

 - **Impact:** [Explanation of why this item is important]  

 - **Estimation:** [Time/Resources required]  

3. **[Item Title 3]**  

 - **Description:** [Brief description of the item]  

 - **Impact:** [Explanation of why this item is important]  

 - **Estimation:** [Time/Resources required]  

I suggest we discuss this in our next team meeting to ensure alignment 

and to address any concerns. I appreciate your attention to this matter 

and look forward to your feedback.  

Best regards,  

[Your Name]  

[Your Position]  

[Your Company] 


