
Professional Services Agreement Update 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Address] 

Dear [Recipient's Name], 

We hope this message finds you well. We are writing to inform you about necessary revisions 

needed for the Professional Services Agreement dated [Insert Original Agreement Date]. Upon 

our recent review, we have identified several areas that require updates to ensure clarity and 

alignment with our current objectives. 

The proposed revisions include: 

• Section 2.1: [Brief description of change] 

• Section 4.3: [Brief description of change] 

• Appendix A: [Brief description of change] 

We would appreciate your feedback on these revisions by [Insert feedback deadline]. If you have 

any questions or require further clarification on any specific changes, please do not hesitate to 

reach out to us. 

Thank you for your attention to this matter, and we look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


