
Event Agreement Adjustment 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to discuss an adjustment to the event agreement 

we previously established on [Original Agreement Date]. 

Due to [Reason for Adjustment], we would like to propose the following changes: 

• New Event Date: [New Date] 

• Updated Venue: [New Venue] 

• Revised Budget: [New Budget] 

We believe these changes will enhance the overall success of the event. Please let us know your 

thoughts on this adjustment at your earliest convenience. 

Thank you for your understanding and cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Contact Information] 


