[Your Name]

[Your Address]

[City, State, Zip Code]
[Email Address]
[Phone Number]
[Date]

[Recipient's Name]
[Recipient's Title]
[Company Name]
[Company Address]
[City, State, Zip Code]

Dear [Recipient's Name],

I hope this letter finds you well. I am writing to formally request a revision of the contractual
obligations outlined in our agreement dated [Contract Date]. Due to [briefly explain reason for
request, e.g., changes in circumstances, unforeseen events], | believe it is necessary to reassess

certain terms.

Specifically, 1 would like to discuss [mention the specific clauses or terms that require revision].
| believe these changes will better reflect the current situation while allowing both parties to
fulfill their commitments effectively.

| kindly ask for a meeting at your earliest convenience to discuss this matter further. Thank you
for considering my request, and I look forward to your prompt response.

Warm regards,
[Your Name]
[Your Title/Position]

[Your Company Name]



