
Updated Work Plan for Contractor 

Engagement 

Date: [Insert Date] 

To: [Contractor's Name] 

From: [Your Name] 

Subject: Updated Work Plan 

Dear [Contractor's Name], 

We hope this message finds you well. We are writing to share the updated work plan regarding 

our ongoing project. After our recent discussions and feedback sessions, we have made several 

modifications to better align with our objectives. 

Updated Work Plan Overview 

• Project Scope: [Briefly describe the updated scope] 

• Timeline: [Detail the revised timeline] 

• Milestones: [List key milestones and deadlines] 

• Responsibilities: [Briefly outline responsibilities] 

We appreciate your cooperation and commitment to delivering quality work. Please review the 

attached document and provide your feedback by [Insert Deadline]. 

Thank you for your attention to this matter. We look forward to your continued collaboration. 

Sincerely, 

[Your Name]  

[Your Position]  

[Your Company]  

[Your Contact Information] 


