
Request for Productivity-Related Incentive 

Adjustments 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Department] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request an evaluation for 

adjustments to the productivity-related incentives associated with my position in [Your 

Department]. Given the recent [specific achievements, increased responsibilities, or changes in 

workload], I believe a review of my current incentives is warranted. 

In the past [specific time frame], I have [list specific contributions, projects, or performance 

metrics], which have positively impacted our team's overall productivity and success. These 

contributions exemplify my commitment to [Company Name] and our goals. 

I kindly ask for the opportunity to discuss this matter further and to explore potential adjustments 

to reflect my contributions accurately. Thank you for considering my request, and I look forward 

to your response. 

Best regards, 

[Your Name] 

[Your Contact Information] 


