
[Your Name]  

[Your Position]  

[Your Company]  

[Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Recipient Company]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Changes in Software Development Scope  

I hope this message finds you well.  

I am writing to inform you about the proposed changes to the scope of the 

current software development project, as discussed in our recent 

meetings. After careful consideration and collaboration with our team, we 

have identified several key areas that require adjustment to better meet 

the project's needs and goals.  

The proposed changes are as follows:  

1. **[Change Description 1]**:  

 - Reason: [Brief explanation of why this change is necessary].  

 - Impact: [How this will affect the project timeline, budget, etc.]. 

2. **[Change Description 2]**:  

 - Reason: [Brief explanation of why this change is necessary].  

 - Impact: [How this will affect the project timeline, budget, etc.]. 

3. **[Change Description 3]**:  

 - Reason: [Brief explanation of why this change is necessary].  

 - Impact: [How this will affect the project timeline, budget, etc.].  

We believe that these changes will enhance the overall quality of the 

software and ensure that it aligns closely with your goals. Please review 

the proposed adjustments, and let us know if you have any questions or if 

further discussion is needed.  

Additionally, we would like to schedule a meeting to discuss these 

changes in detail and to agree on the next steps. Please let us know your 

availability for the coming week.  

Thank you for your understanding and cooperation.  

Best regards,  

[Your Name]  

[Your Position]  

[Your Company] 


