
Internal Team Change Request

Subject: Change in [Project Name] Scope

Hi Team,

We need to implement the following changes in [Project Name]: [list changes]. This adjustment is

required because [reason].

Please update your schedules and workflows accordingly and confirm when the updates are

complete.

Thanks,

[Your Name]

Get more templates here: https://www.lettersandtemplates.com/letters/change-order-letter


