
Letter of Reporting Variations in Official 

Documentation 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient Name] 

[Recipient Title] 

[Organization Name] 

[Organization Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I am writing to formally report variations that have been identified in the official documentation 

related to [specific subject or project name]. Upon review, we discovered the following 

discrepancies: 

• Variation 1: [Description of the variation] 

• Variation 2: [Description of the variation] 

• Variation 3: [Description of the variation] 

These variances may affect [explain the potential impact], and it is crucial to address them 

promptly. We recommend the following actions to rectify the situation: 

• Action 1: [Proposed action to correct the variance] 

• Action 2: [Proposed action to correct the variance] 

Please let me know a suitable time for us to discuss this matter further. I appreciate your 

attention to this important issue. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Title/Position] 


