Request for Contract Documentation Update

Date: [Insert Date]

[Your Name]

[Your Position]

[Your Company]
[Your Address]

[City, State, Zip Code]
[Email Address]
[Phone Number]

[Recipient Name]
[Recipient Position]
[Recipient Company]
[Recipient Address]
[City, State, Zip Code]

Dear [Recipient Name],

| am writing to request an update to the contract documentation related to [brief description of
the contract or project]. As we have recently made several updates and changes, it's essential that
our records reflect the most current terms and conditions.

Specifically, 1 would like to request the following updates:

e [Specific update 1]
e [Specific update 2]
o [Specific update 3]

Having the updated documentation will help us ensure compliance and maintain clarity in our
ongoing collaboration. Please let me know if you require any additional information or if there
are forms | need to complete to facilitate this process.

Thank you for your attention to this matter. | look forward to your prompt response.

Sincerely,

[Your Name]
[Your Position]
[Your Company]



