
Response to Change Request Submission 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Response to Change Request - [Request ID] 

Dear [Recipient's Name], 

Thank you for your submission of the change request dated [Insert Date]. We appreciate your 

feedback and the time you took to outline your suggestions. 

After careful review, we would like to inform you that we have assessed the requested changes 

and would like to discuss the following points: 

• [Point 1: Description of feedback or change] 

• [Point 2: Description of feedback or change] 

• [Point 3: Description of feedback or change] 

We believe that these changes could enhance the project and align with our overall objectives. 

Therefore, we are moving forward with the implementation of the following aspects: 

• [Agreed Change 1] 

• [Agreed Change 2] 

We will keep you updated on the progress and aim to have this implemented by [Insert 

Timeline]. If you have any questions or require further clarification, please do not hesitate to 

reach out. 

Thank you for your continued collaboration. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


