
[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient Name] 

[Recipient Title] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to formally request a revision of the document 

titled "[Document Title]" that was submitted on [Submission Date]. 

After careful review, I have identified several areas that require updates and improvements. 

Specifically, I believe that [briefly outline specific areas needing revision]. 

I appreciate your attention to this matter and am confident that these revisions will enhance the 

document's overall quality. Please let me know if you need further details or if we can set up a 

time to discuss this request. 

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

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company/Organization Name] 


