Adjustment Letter

Date:

[Your Name]

[Your Address]

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

To: [Recipient Name]
[Recipient Company]
[Recipient Address]
[City, State, Zip Code]
Subject: Adjustment Request for [Brief Description]
Dear [Recipient Name],

| am writing to request an adjustment regarding [specific details of the issue]. | believe
there has been a misunderstanding with [provide context].

Please find attached [mention any documents or evidence]. | kindly ask that you review
the information and make the necessary adjustments.

Thank you for your attention to this matter. | look forward to your prompt response.
Sincerely,
[Your Name]

Thank you!



