
Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Request for Project Scope Revision 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request a revision of the project 

scope for [Project Name]. After careful consideration and recent discussions, it has become clear 

that certain aspects of the project require adjustments to align with our evolving goals and 

objectives. 

Specifically, we believe that the following areas need to be revised: 

• [Detail 1] 

• [Detail 2] 

• [Detail 3] 

We believe that these revisions will not only enhance the project's effectiveness but also provide 

us with the opportunity to better meet the needs of our stakeholders. 

I would appreciate the opportunity to discuss this matter with you at your earliest convenience. 

Please let me know a suitable time for us to meet or if you prefer a virtual discussion. 

Thank you for considering this request. I look forward to your response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


