
Revised Scope Documentation 

Date: [Insert Date] 

To: [Recipient's Name] 

Company: [Recipient's Company Name] 

Address: [Recipient's Address] 

Dear [Recipient's Name], 

We are writing to provide you with the revised scope of work for [Project Name]. After our 

recent discussions and considering the feedback received, we have made necessary adjustments 

to ensure the successful completion of the project. 

Revised Scope of Work 

• Task 1: [Description of Task 1] 

• Task 2: [Description of Task 2] 

• Task 3: [Description of Task 3] 

Project Timeline 

The revised timeline for the project is as follows: 

• Start Date: [New Start Date] 

• Completion Date: [New Completion Date] 

Budget Adjustments 

We have also reviewed the budget and made adjustments as needed. The updated budget is as 

follows: 

• Original Budget: [Original Budget Amount] 

• Revised Budget: [Revised Budget Amount] 

We appreciate your understanding and cooperation as we work together to achieve the best 

possible outcome for this project. Please feel free to reach out if you have any questions or 

require further clarification. 

Thank you for your continued collaboration. 

Sincerely, 



[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


