
[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] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request changes to the current asset 

distribution as outlined in [specify the relevant document or agreement]. I would like to propose 

the following modifications: 

• Change 1: [Provide details] 

• Change 2: [Provide details] 

• Change 3: [Provide details] 

I believe these changes are necessary due to [briefly explain reason]. I kindly ask you to review 

this request and consideration it at your earliest convenience. I am more than willing to discuss 

this matter further if needed. 

Thank you for your attention to this matter. I look forward to your timely response. 

Sincerely, 

[Your Name] 


