Contract Adjustment Request

Date: [Insert Date]

To:

[Recipient's Name]
[Recipient's Title]
[Company Name]
[Company Address]
Dear [Recipient's Name],

I hope this message finds you well. I am writing to formally request an adjustment to our existing
contract dated [Insert Contract Date], referenced as [Insert Contract Number].

Due to [insert reason for adjustment], | believe it is necessary to review certain terms of our
agreement. Specifically, I would like to propose the following changes:

e [Specify Adjustment 1]
e [Specify Adjustment 2]
e [Specify Adjustment 3]
| am confident that these changes will benefit both parties and foster a continued positive
working relationship. I would appreciate the opportunity to discuss this matter further at your
earliest convenience.
Thank you for considering my request. | look forward to your prompt response.
Sincerely,
[Your Name]
[Your Title]

[Your Company Name]

[Your Contact Information]



