Amendment Proposal Letter

Date: [Insert Date]
[Recipient Name]
[Recipient Title]
[Organization Name]
[Organization Address]
[City, State, Zip Code]
Dear [Recipient Name],
I am writing to formally propose an amendment to [describe the document, policy, or agreement
that you wish to amend]. The purpose of this amendment is to [briefly explain the reason for the
amendment].
The proposed changes are as follows:
e [Proposed Change 1]
e [Proposed Change 2]
e [Proposed Change 3]
| believe that these amendments will [explain the benefits or positive impact of the proposed
changes]. | am happy to discuss this proposal further and would welcome any feedback or
thoughts you may have.
Thank you for considering this proposal. I look forward to your response.
Sincerely,
[Your Name]
[Your Title]

[Your Organization]

[Your Contact Information]



