
Service Level Agreement Update Request 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Request for Update of Service Level Agreement 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request an update to the current 

Service Level Agreement (SLA) between [Your Company Name] and [Recipient's Company 

Name]. 

As our partnership has evolved, we believe that certain aspects of the agreement require review 

and adjustment to better reflect our current operational needs and service expectations. 

Please find below the key areas we would like to discuss: 

• Service Coverage Times 

• Performance Metrics 

• Pennalties and Remedies 

• Review Intervals 

We kindly request a meeting to go over these items at your earliest convenience. Please let us 

know your available times, and we will do our best to accommodate. 

Thank you for your attention to this matter. We look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Company Name] 

[Your Contact Information] 


