Procurement Agreement Change Request
Form

Date: [Insert Date]

To: [Insert Recipient's Name]

From: [Insert Your Name]

Subject: Request for Change in Procurement Agreement
Dear [Insert Recipient's Name],

I am writing to formally request a change in the procurement agreement dated [Insert Agreement
Date], related to [Insert Procurement Project or Service Description].

Details of the Proposed Change:

e Current Terms: [Briefly describe current terms or conditions]
e Proposed Change: [Briefly describe the proposed change]
« Justification: [Explain reason for change]

Please feel free to reach out to me if you require any further information or clarification
regarding this request. | look forward to your prompt response.

Thank you for your attention to this matter.
Sincerely,

[Your Name]

[Your Position]

[Your Company/Organization]
[Your Contact Information]



