
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Team/Organization Name]  

[Team Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

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

amendments to my existing contract with [Team Name]. After careful 

consideration and evaluation of the current terms, I believe that certain 

adjustments may better reflect my contributions and commitments to the 

team.  

Specifically, I would like to discuss the following areas for amendment:  

1. [Detail the first area you wish to amend, e.g., salary, bonuses, etc.]  

2. [Detail the second area, if applicable.]  

3. [Detail any additional areas as necessary.]  

I believe these adjustments will not only benefit my performance but also 

enhance our collective goals as a team moving forward. I am eager to 

continue to contribute to the success of [Team Name] and hope we can come 

to an accord that reflects our mutual interests.  

Thank you for considering my request. I look forward to discussing this 

matter further at your earliest convenience.  

Warm regards,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name] 


