Cost Adjustment Outline

Date: [Insert Date]

To: [Team Members' Names]

From: [Your Name]

Subject: Adjustment to Project Costs
Dear Team,

As we progress with the [Project Name], we have reviewed the current financials and identified
necessary adjustments to the project costs. Below is an outline of the adjustments:

Cost Adjustments Overview

e Item 1: [Description of the cost or item, including current and adjusted figures]
e Item 2: [Description of the cost or item, including current and adjusted figures]
o Item 3: [Description of the cost or item, including current and adjusted figures]

Implications

[Brief description of how these adjustments will affect the project timeline, resources, or
objectives.]

Next Steps

Please review these adjustments and prepare for a discussion in our upcoming meeting on [Insert
Date]. Your insights and feedback will be crucial as we move forward.

Thank you for your attention to this matter.
Sincerely,
[Your Name]

[Your Title]
[Your Contact Information]



