[Your Name]

[Your Address]

[City, State, Zip Code]

[Email Address]

[Phone Number]

[Date]

[Recipient's Name]
[Recipient's Title]
[Company/Organization Name]
[Company Address]

[City, State, Zip Code]

Subject: Request to Revise Policy Start Date

Dear [Recipient's Name],

| hope this message finds you well. 1 am writing to formally request a revision to the start date of
the [specific policy name or description] policy, currently set for [current start date].

Due to [brief explanation of the reason for the request], I believe it would be beneficial for both
parties to consider a revised start date of [proposed new start date]. This adjustment would
ensure [brief justification of the benefits of the change].

| appreciate your attention to this matter and look forward to discussing potential alternatives at
your earliest convenience. Thank you for considering my request.

Sincerely,
[Your Name]

[Your Position/Title]



