
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

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

revision to [specific document, report, or project name] submitted on 

[submission date]. Upon reviewing the content, I have identified a few 

areas that I believe could be enhanced to better align with our 

objectives.  

The specific sections I would like to address are:  

1. [Section/Topic 1 - Brief description of the issue]  

2. [Section/Topic 2 - Brief description of the issue]  

3. [Section/Topic 3 - Brief description of the issue]  

I believe these revisions will improve the clarity and effectiveness of 

the project. I appreciate your consideration of this request and am more 

than happy to discuss my suggestions in detail at your convenience.  

Thank you for your attention to this matter. I look forward to your 

response.  

Sincerely,  

[Your Name]  

[Your Position] 


