
Request for Modifications to Pension Plan 

Contributions 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient Name] 

[Recipient Title] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to formally request a modification to my 

pension plan contributions. Due to [briefly explain reason, e.g., changes in financial 

circumstances, personal reasons, etc.], I would like to propose the following adjustments: [briefly 

outline the proposed modifications, e.g., reduced contribution percentage, temporary suspension, 

etc.]. 

I believe that these modifications will enable me to [mention any potential benefits, e.g., better 

manage my finances, ensure continued participation in the plan, etc.]. I kindly ask for your 

consideration of this request and am happy to discuss this matter further at your convenience. 

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

Sincerely, 

[Your Name] 


