
[Your Name] 

[Your Title] 

[Your Company] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient Name] 

[Recipient Title] 

[Recipient Company] 

[Recipient Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

We hope this message finds you well. We are writing to propose changes to our current 

Procurement Agreement dated [Original Agreement Date]. After a thorough review, we believe 

that certain adjustments are necessary to better reflect our evolving needs and market conditions. 

The proposed changes are as follows: 

• Clause 1: [Detail changes to Clause 1] 

• Clause 2: [Detail changes to Clause 2] 

• Clause 3: [Detail changes to Clause 3] 

We believe these modifications will enhance our partnership and streamline our procurement 

processes. We would appreciate your review of these changes and look forward to your 

feedback. 

Thank you for your attention to this matter. Please feel free to reach out if you have any 

questions or require further clarification. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 


