
Request to Revise Project Financial Plan 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Position] 

[Company/Organization Name] 

[Address] 

Dear [Recipient's Name], 

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

plan for the [Project Name] due to [briefly explain reason for revision, e.g., changes in scope, 

unexpected expenses, etc.]. 

Upon reviewing our current financial status and projections, it has become clear that [provide 

specific details or changes needed]. I believe that these revisions are necessary to ensure the 

successful completion of the project within budget and to meet our project goals. 

Attached to this letter, you will find a proposed revised financial plan that outlines the changes 

and justifications. I would greatly appreciate your feedback on this proposal, and I am open to 

discussing any modifications you deem necessary. 

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

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company/Organization Name] 

[Your Contact Information] 


