Formal Request for Contract Alterations

[Your Name]

[Your Position]

[Your Company Name]
[Your Company Address]
[City, State, Zip Code]
[Email Address]

[Phone Number]

[Date]

[Supplier's Name]

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

Dear [Supplier's Name],

I hope this message finds you well. I am writing to formally request alterations to our existing
contract dated [Contract Date] regarding [specific details about the contract].

After reviewing our current agreement, we believe that certain changes will enhance our
collaboration, including:

o [Alteration 1]
o [Alteration 2]
o [Alteration 3]

We value our partnership and believe that these adjustments will lead to more productive
engagement moving forward. | would appreciate the opportunity to discuss this matter with you
at your earliest convenience. Please let me know a suitable time for a meeting.

Thank you for your attention to this request. | look forward to your prompt response.

Sincerely,

[Your Name]

[Your Position]

[Your Company Name]



