
[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: Request for Experience Points  

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

experience points for my contributions during [specific project, time 

period, etc.].  

Throughout this time, I have [briefly outline contributions and 

responsibilities]. I believe that these efforts have positively impacted 

our team and the overall goals of the organization.  

I would greatly appreciate your consideration of my request for [specify 

the amount of experience points, if applicable] experience points to 

reflect my hard work and dedication.  

Thank you for your time and consideration. I look forward to your 

positive response.  

Sincerely,  

[Your Name]  

[Your Job Title]  

[Your Department] 


