
Subject: Adjustment of Task Description 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to discuss the recent adjustments to the task 

descriptions for [specific project or task name]. After careful consideration and feedback from 

the team, we believe that the current descriptions could benefit from some revisions to better 

align with our goals and the expectations of all stakeholders. 

We propose the following adjustments: 

• Original Task: [Original task description] 

• Revised Task: [Revised task description] 

These changes are intended to enhance clarity and improve efficiency. Please review the 

proposed adjustments at your earliest convenience. 

Thank you for your attention to this matter. I look forward to your feedback. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


