Adjusted Timeline for Contractual
Obligations

Date: [Insert Date]

To: [Recipient's Name]

From: [Your Name]

Subject: Adjustment of Timeline for Contractual Obligations
Dear [Recipient's Name],

I hope this message finds you well. I am writing to inform you of an adjustment to the timeline
regarding our previously agreed-upon contractual obligations.

Due to [briefly explain reason for adjustment, e.g., unforeseen circumstances, delays, etc.], we
find it necessary to revise the timeline as follows:

e Original Deadline: [Original Date]
e New Deadline: [New Date]

We understand the importance of adhering to timelines and are committed to minimizing any
potential impact on our mutual goals. We appreciate your understanding and flexibility in this
matter.

Please feel free to reach out if you have any questions or require further clarification. Thank you
for your continued collaboration.

Best regards,
[Your Name]
[Your Position]
[Your Company]

[Your Contact Information]



