
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Amendment to Effective Date  

I hope this letter finds you well. I am writing to formally propose an 

amendment regarding the effective date of [specific document or 

agreement], originally dated [original date].  

Due to [reason for amendment], we kindly request that the effective date 

be revised to [new effective date]. This change will ensure [brief 

explanation of benefits or necessity].  

Please find enclosed any relevant documents that support this amendment.  

We appreciate your attention to this matter and look forward to your 

prompt response. Should you have any questions, please do not hesitate to 

reach out to me directly at [your phone number] or [your email address].  

Thank you for your cooperation.  

Sincerely,  

[Your Name]  

[Your Job Title, if applicable]  

[Your Company, if applicable] 


