
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient's Title]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

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

adjustment to my experience points (XP) allocation, specifically 

concerning [briefly explain the context, e.g., recent project 

contributions, role changes, etc.]. 

I believe that my contributions have made a significant impact on 

[mention specific projects, achievements, or metrics]. Given these 

factors, I respectfully ask for your consideration in reassessing my 

current XP standing.  

I appreciate your attention to this matter and am happy to discuss 

further if needed. Thank you for your understanding and support.  

Sincerely,  

[Your Name]  

[Your Job Title] 


