
Summary of Changes After Review 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Summary of Changes After Review 

 

Dear [Recipient's Name], 

Thank you for your feedback during the review of [Document/Project Name]. Based on your 

suggestions, we have made the following changes: 

Changes Summary: 

• Section 1: [Describe the change made] 

• Section 2: [Describe the change made] 

• Section 3: [Describe the change made] 

These changes aim to improve the clarity and effectiveness of the document. We appreciate your 

input and believe these adjustments align with your recommendations. 

If you have any further questions or need additional modifications, please do not hesitate to reach 

out. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


