
Site Activity Log Modification Request 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Request for Modification of Site Activity Log 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to request a modification to the activity log for 

[specific site or project name] due to [briefly explain reason for modification]. 

Details of the modification are as follows: 

• Date of Activity: [Insert Date] 

• Type of Activity: [Insert Type] 

• Description: [Insert Description] 

• Reason for Modification: [Insert Reason] 

It is vital that we maintain accurate records for future reference and compliance. Please confirm 

the receipt of this request and let me know if you need any further information. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


