
Formal Request for Position Description 

Enhancement 

Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Company/Organization Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request an enhancement of the 

position description for [specific position title] within our [department/team]. As our team has 

evolved and taken on additional responsibilities, I believe it is crucial to update the position 

description to accurately reflect the current expectations and duties associated with this role. 

Specifically, I suggest incorporating the following elements into the position description: 

• [Item 1: Brief Description] 

• [Item 2: Brief Description] 

• [Item 3: Brief Description] 

Updating the position description will not only provide clarity to current and future employees 

but also ensure alignment with our organizational goals and objectives. I am confident that these 

enhancements will support our team's productivity and effectiveness. 

I would appreciate the opportunity to discuss this request further. Please let me know a 

convenient time for us to meet, or feel free to reach out via email or phone at your earliest 

convenience. 

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

Sincerely, 

[Your Name] 

[Your Title] 



[Department/Team] 

[Contact Information] 


