
[Your Name] 

[Your Position] 

[Your Company] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Company] 

[Recipient's Address] 

[City, State, Zip Code] 

Subject: Request for Contract Term Updates 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request updates to the terms of our 

current contract, [Contract Name/Number], which was established on [Original Contract Date]. 

After reviewing the existing terms, I believe it would be beneficial for both parties to consider 

some modifications that reflect our evolving business relationship. 

Specifically, I would like to propose the following changes: 

• [Proposed Change 1] 

• [Proposed Change 2] 

• [Proposed Change 3] 

I believe that these updates will enhance our collaboration and better align with our mutual goals. 

I am happy to discuss this matter further at your earliest convenience and look forward to your 

response. 



Thank you for considering my request. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


