
Inquiry Regarding Work Contract 

Adjustments 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to inquire about potential adjustments to my 

current work contract, specifically regarding [mention specific concerns, e.g., working hours, 

salary, responsibilities]. 

Since [mention any relevant context or timeframe], I have experienced [briefly explain the 

reasons or situation prompting the inquiry]. I believe that discussing these adjustments would 

greatly benefit both my productivity and our team's overall performance. 

I would appreciate the opportunity to discuss this matter further at your earliest convenience. 

Thank you for considering my request, and I look forward to your response. 

Best regards, 

[Your Name] 

[Your Job Title] 

[Your Contact Information] 


