Subject: Communication Regarding Unexpected
Modifications

Dear [Recipient's Name],

| hope this message finds you well. | am writing to inform you about some unexpected
modifications that have arisen regarding [specific issue or project name].

Due to [brief explanation of the reason for modifications], we will need to implement the
following changes:

« [Modification 1]
e [Modification 2]
« [Modification 3]

We understand that these changes may have implications for your current plans, and we are
committed to minimizing any inconvenience. [Optional: Mention any support or resources being
offered to assist].

We appreciate your understanding and cooperation as we navigate these modifications. Please
feel free to reach out to me directly at [Your Phone Number] or [Your Email Address] should
you have any questions or concerns.

Thank you for your attention to this matter.

Sincerely,

[Your Name]

[Your Position]
[Your Company]



